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PREFACE

This desk guide is intended to be a tool for devel opi ng and

mai ntaining a Retired Activities Ofice (RAO at a |loca
installation. The ideas and information, much of which has been
contributed by RAO volunteers, are offered for planning and
managi ng the installation RAO offi ces. The objectives of this
gui de are:

o To help establish a viable RAO

o To be a step-by-step guide to running an RAQ.

o To provide ideas to enhance the know edge and
i nvol venent of the local retired community.

Thi s gui de nust be supplenented by a wide variety of publications
such as those suggested in Appendi x A

As the retired Marine Corps popul ation continues to grow and
beconmes the | argest elenent of the total force, the demands on
the RAGs will increase as well. This guide provides
recommendati ons and basic information to help neet those denmands.



SECTI ON |
I NTRODUCTI ON

Retirees have nade a lifelong commtnent to the Marine Corps
and their country. Even in retirenent, retirees are subject to
recall to active duty in the case of a national energency. Such
faithful conm tnent mandates reciprocal support and respect from
their country and the Marine Corps.

In White Letter No. 1-96, the Commandant of the Marine Corps
acknow edged the inportance of the role that retired Marines play
as an integral part of the Total Force. It's essential that we
rem nd our retired Marines that they are a functioning part of
the Marine Corps and will always have our constant support. W
nmust ensure that this valuable resource is not ignored. Retired
Marines bring a wealth of know edge and experience with them and
are anxious to |l end a hel ping hand. Retirees continue to be
wlling to nmake significant contributions to help the Marine
Corps both in ternms of grass roots support for maintaining a
strong active duty force and in taking care of each other. For
themto provide neaningful contributions, retirees need to be
kept infornmed of changi ng prograns and poli cies.

The Marine Corps nust be vigilant in nmaintaining
comruni cation with all it's retirees. Every effort nust be nade
to ensure that the relationship between retirees and the active
duty Marine Corps is reinforced and nmutual |y rewardi ng.

Today's Marine Corps retirees are part of an age wave
changi ng the face of the country. The aging of the 76 mllion
baby booners born between 1946 and 1964, conbi ned with
i nprovenents in |life expectancy and decreasing birth rates is
produci ng one of the nost dramatic changes in our nation. The
United States is in the mdst of a |ongevity revolution. W are
becom ng a nation, once oriented towards youth, beginning to
acconmodat e a popul ation increasingly in its mddle and old age.

A major part of this trend is that people now spend

significantly nore tine in "retirenent." From 1900 to 1980,
average |life expectancy increased 51 percent and the nunber of
years spent in retirenent increased el evenfol d. There are now so

many peopl e experiencing a tinme of life that is no | onger focused
on schooling, parenting or career activity that the French have

coined a termto describe this new period of |iving. They call
2



it the Third Age. Unlike the First Age of schooling or life
preparation and the Second Age of intense career activity and,
for many, parenting, the Third Age identifies this new bl ock of
time available to a grow ng nunber of citizens to explore

di fferent opportunities and chall enges.

The Third Age is not a short period of time. Today, a person
reachi ng the age of 65, on average, can expect to live an
additional 17 years - about 19 for wonen, 15 for nmen. Wth
earlier retirenent, especially as is possible for sone mlitary
menbers, a large nunber of mlitary retirees can |look forward to
spendi ng even nore years in the Third Age.

Some highlights of the |ongevity revolution are as foll ow

e In 1990, the age 65+ population in the U S. was about 31
mllion or about 12 percent of the total population -
that's nore people than the entire popul ati on of Canada -
a nation within a nation.

* \Wien the baby booners start turning 65, the 65+ popul ation
will total 66 mllion and represent al nost 25 percent of
the total population - the nmedian age of the country wll
have risen to 41

+ The fastest grow ng segnent of the popul ation are those
who are 75+. By the year 2000, they will account for 50
percent of the 65+ popul ation

o Three-fifths of all men who are 65+ will be veterans by
the end of this century, this proportion will begin to
decrease after the turn of the century.

There are currently over 101,000 Marine retirees and about

7,500 surviving spouses. In 1996, mlitary retirees
out nunbered the active duty popul ati on of the arned
forces.

o Approxinmately 95 percent of the ol der population is |iving
in the comunity. At any one tinme, only about 5 percent
of all retirees are living in nursing hones.

Retirees are a diverse group - as diverse today as they were
before retirenent. Their sense of self, of who they are, is
agel ess.



The challenge for the retiree and for the RAOis to take
t hese additional productive years and to make the nost of the
opportunities of the Third Age. It is hoped that this guide wll
enabl e the devel opment of RAGCs that will enpower retirees to reap
the rewards of the Third Age for thenselves and their communities

and to successfully manage the life events and transitions of
this tinme of life.



SECTI ON |
RETI RED ACTI VI TI ES PROGRAM

A OVERVI EW

In 1979, the Secretary of the Navy's Committee on Retired
Personnel (CRP) called on the Navy and Mari ne Corps to enphasize
the value of the Retired Affairs Ofice to |ocal commanders, to
direct their support in working wiwth selected retiree volunteers,
and to hel p organi ze and operate an RAO on their installations
and a Retired Advisory Conmttee in their geographical areas.

The Secretary of the Navy convened a wor ki ng group which
transformed these ideas into Departnent of the Navy (DoN) policy
in the formof SecNav Instruction 5420. 169F. SecNav | nstruction
5420. 169F formal |y established the Retired Affairs Program and

t he CRP. Thi s program provi des an avenue to ensure that the

rel ati onship between our retirees and the active forces is
reinforced and renmains nutually beneficial and is part of the
overall strategy to maintain responsibility to and for our
retired forces. I n 1996, SecNav Instruction 5420. 169H changed

t he nane of the programto the Retired Activities Program and
renaned the Secretary of the Navy's CRP to the Retiree Counci
(RC) so as to nore closely resenble the other service departnent
pr ogr ans.

B. RELATI ONSHI P TO THE MARI NE CORPS M SSI ON

Through caring and continued service to their fell ow Mari nes,
t he RAGs support quality of life issues throughout the retirenent

years. The on-goi ng RAO comm tnent to service relates to the
Marine Corps ability to recruit and retain the nost highly
qual i fi ed personnel. Retirees continue to be an integral part of

our Total Force and play a vital role in Marine Corps
nmobi | i zati on and conti ngency plans. Their experience and skills
are too valuable to ignore. The RAO program can support

operati onal readi ness by providing assistance during tines of

i ncreased operational tenpo and depl oynents. RAGCs naintain a
vital link between the retired and active duty popul ati ons.

C. RETI RED ACTI VI TI ES PROGRAM

The Retired Activities Program consists of four principal
el ement s: (1) the Secretary of the Navy's RC, (2) Retired
Personnel Sem nars; (3) RAGCs and (4) Retired Liaison Ofices
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(RLCs) | ocated at sone Medical Treatnent Facilities (MIF) aboard
either Navy or Marine Corps installations. The responsibilities
and functions associated with these elenments are as foll ows:

e The Secretary of the Navy's RC is established by the
Secretary of the Navy to consider issues of significant
inportance to retired mlitary personnel, their famlies
and their survivors. The Deputy Assistant Secretary of
t he Navy (Manpower) (DASN(M) will serve as the Executive
Director of the RC. The nenbers are appointed to the RC
per SecNav Instruction 5420.169H and tasked to:

. Participate in all aspects of the Retired Activities
Program

. Act as a liaison between the Secretary of the Navy and
the Navy and Marine Corps retired community.

i Assi st in planning, inplenenting, and participating at
Retired Personnel Sem nars.

. Participate in regional retiree councils and assi st
| ocal installation RAGs.

e The Retiree Semnars are utilized to assist in the
di ssem nation of information and policies of concern to
mlitary retirees. These semnars will be conducted
annual ly by the RAO at each Marine Corps installation.
The annual Retiree Sem nars provide an excellent forumfor
t wo-way conmuni cations for retired and active duty
mlitary personnel.

e The RAO serves as a |link between |ocal retirees and the
active duty comunity which provides assistance to
retirees. -The RAGs are to be located in the Famly
Service Center (FSC) aboard narine Corps installations.
They are to be staffed and operated by volunteer mlitary
retirees who assist retirees and their famlies to receive
services and benefits to which they are entitl ed.

e The RLCs nmy be established at the installation MIF at the
invitation of the MIF Commandi ng O ficer. The purpose of
the RLOis to provide general information and referra
services to retirees, their famlies and survivors and to



act as a |liaison between the MIF Commandi ng O ficer, MIF
staff and retirees and their famlies or survivors.

D. ROLE AND RESPONSI BI LI TI ES

The Retired Activities Programis an official Marine Corps
program Pol i ci es concerning the establishment and operati ons of
RAGCs receive dual sponsorship fromCMC (MHF and MVBR). The role
of the Marine Corps Retired Activities Programis to establish a
means to better support and assist Marine Corps retirees and
their famlies by establishing RAGCs aboard every Marine Corps
instal |l ation. The RACs will provide installation commanders with
a neans of providing nore effective services to and inproving
comruni cation for the local retired community and their famlies.
Retired vol unteers provide the nanpower to staff and operate the
RAGs. The Marine Corps RAGCs are operated out of the FSC | ocat ed
aboard Marine Corps installations. FSC policy is devel oped by
CMC (VHF) . CMC (MHF) through its FSC provide adm nistrative,
financial and | ogistical support for the RAO. CMC ( MVBR-6)
devel ops and i npl enments policies and plans for the Marine Corps
retiree prograns.

E. COORDI NATI ON

A good working rel ati onship between the | ocal RAO and CMC
MHF) and (MVBR-6) is essential. It is critical that RAGs have
advance access to a steady stream of information on key retiree
i ssues to be proactive with their clients. To be an advocate for
retirees, CMC (WHF) and (MVBR-6) staffs need to be aware and
fully understand the issues and problens that the RAGCs are
experiencing and to take appropriate action on requests and
recomrendati ons regarding retiree services.

1. CMC (VHF) FAM LY PROGRAMS BRANCH
* Provides RAO program oversi ght and direction.

e Through its FSC provides adm nistrative, financial
and | ogi stical support for the |Iocal RAO program

o Devel ops, publishes and distributes the RAO Desk Quide
in coordination with CMC ( MVBR- 6) .

e Supports the Iocal RAGs through training and creating
a viabl e volunteer programthat ensures there are
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adequately trained and notivated individuals in
sufficient nunber at all the RAGs.

e Assists career counselors and Transition Assistance
Managenent Program ( TAMP) personnel in the effective
delivery of prograns that will educate the active duty
Marine facing retirenent.

e Provides an effective organi zati onal response to the
needs of RAO volunteers, retirees and their famlies.

CMC (MVBR-6) RETI RED ACTI VI TI ES SECTI ON

e Mintains liaison and provides support to the DoN
RC and coordinates with the other services RAO
program staffs.

e Provides information and assi stance about benefits
t hr ough phone calls, personal interviews and
correspondence with retired Marines, Marine veterans,
their famly nenbers and survivors.

e Publishes and distributes the Retired Mari nes
newsl etter, "Senper Fidelis."

e Mintains the "Marine Corps Retirenent Guide.”

e Certifies applications for Unifornmed Services
Identification and Privilege Cards for retirees,
veterans, their | egal dependents and survivors.

e Mkes the initial determ nation of eligibility for
former spouse benefits (exclusive of apportionnent of
retired pay) for all former spouses, including active
duty and retired nenbers.

e Miintains liaison with the Secretary of the Navy's
RC. Provi des Marine nenbership with mail outs
cont ai ni ng program and policy change infornation.

e Adm nisters the Survivor Benefit Plan (SBP) for the
Mari ne Corps, including counseling and education, but
exclusive of all related fiscal, data processing, and

machi ne accounti ng functi ons.



® Administers the Supplemental Survivor Benefit Plan
(SSBP) exclusive of all related pay functions.

e Adm nisters the Reserve Conponent Survivor Benefit
Pl an (RCSBP) including counseling, but exclusive of
all related pay functions.

e Mnitors the Retired Marine Luncheon Program and
distributes the address listings in support of the
programto sponsoring conmmands.

e Certifies entitlenent under the Civilian Health and
Medi cal Program of the Unifornmed Services
| CHAMPUS/ TRI CARE) for retirees and their famly
menbers or survivors.

e Verifies and updates Defense Enrollnent Eligibility
Reporting System (DEERS) eligibility and benefits for
retirees and their dependents.

e Processes requests for foreign enploynent.
Advocates for Marine Corps retirees by supporting the

prograns and policies that honor their years of active
duty service.

e Provides information and services as dictated by the
needs of the retirees, their famlies and survivors of

retirees.

e Assists with the witing or revising of mgjor
publications that assist retirees, their famlies and
survivors of retirees.

e Reviews cases submtted to the Board for Correction
of Naval Records to correct adm nistrative errors
or to make benefit determ nati ons.

3. | NSTALLATI ON COMVANDERS

Provi des the necessary | eadership for the establishnent of
the | ocal RAQ The installation commander



e Determnes the direction of the installation RAO
program based on the needs of the |local retiree
conmmuni ty.

e Selects, appoints and makes regular contact with the
RAO Director, either via the FSC Director or in
person.

e Via the FSC Director, ensures that the RAO has
adequate facilities, equipnent, supplies and funding
to enable the RAOto performits mssion.

4.  FSC DI RECTORS

The FSC Director is the installation commanders staff
representative for all retiree issues. The FSC Director

o Serves as the point of contact for the RAO Director.

o Provides direct guidance and support to the RAO
Director and vol unteer staff.

¢ Serves as the liaison between the installation staff,
active duty community and the RAO staff.

o Ensures that the RAO has adequate facilities,
equi pment, supplies and funding required to perform
Its m ssion.

o Coordinates publicity, correspondence and newsl etters
prepared by the RAO

e Provides the RAOw th the necessary support and
coordination required to conduct the |ocal annual
Retiree Sem nar

5. RAO DI RECTORS

The director is a volunteer retiree, famly nmenber or retiree
survivor who is expected to maintain cognizance over all retiree
activities within the |ocale. The director's duties include
aspects fromrecruiting and training volunteers to soliciting
support of the installation |eadership. The ability of the
director to nmanage and del egate these tasks is a key factor for
t he RAO success. The RAO Director reports directly to the | oca
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installation FSC Director, who provides adm nistrative, financial

and | ogistics support for the RAO. The RAO Director is appointed
in witing by the installation conmander to direct and nanage the
RAQ. Appendi x B-1 contains a sanple Volunteer Director

appointing letter. The RAO director

e Supports the installation commander in all matters
concerning the local mlitary retiree comunity.

e Provides | eadership, guidance and supervision to the
volunteer retiree staff.

e Plans and conducts the | ocal annual Retiree Sem nar.

e Briefs the installation commander and FSC Director on
retiree issues as appropriate.

e Ensures that accurate and enpathic counseling is
available to all retirees, their famlies and
survivors of retirees in the |ocal conmunity.

e Recruits volunteers to sufficiently staff the RAQ

e Ensure volunteers have adequate training and reference
material to appropriately assist retirees, their
famlies and survivors of retirees.

e Collects client satisfaction, services provided and
needs assessnent survey data in order to eval uate and
i nprove client services.

e Publishes a newsletter at |east annually to inform
area retirees of the annual retiree sem nar and status
of issues pertinent to them Mkes use of periodic
press releases in |local papers and mlitary fraterna
organi zati ons newsletters to adverti se the services
provi ded at the RAQO

e Ensures that the FSC Needs Assessnent includes a
section for the RAO

e Analyzes results of Assessnent and makes
reconmendati ons accordi ngly.

11



® Provides statistics to FSC Director for inclusion in
sem -annual FSC statistical reports.

e Submts budget requests to FSC Director.

12



SECTI ON | |
THE RAO

A M SSION

The RAOis the link between the retiree, local mlitary
communi ties and ot her governnent and non-gover nnent agencies
whi ch provi de assistance to retirees. The RAOis designed to be
the focal point aboard the installation for conducting al
official retiree activities maintaining an enpathic counseling
program that provides the nost current and accurate infornmation

regarding retiree benefits and entitlenments. Al'l Marine Corps

installations will have an RAO. The RAOw Il be located in the
installation FSC and will be staffed and operated by vol unteers
fromthe mlitary retiree community. The FSC wi |l provide

adm ni strative, financial and |ogistical support to the RAO The
RAGCs objectives are:

o To help retirees solve their problens relating to their
mlitary service by serving as a point of contact between
the retirees, the Marine Corps and ot her agencies as
necessary.

o To provide client followup service directly or by
referral service to retirees, their famly nenbers and
survivors of retirees to ensure they receive services and
benefits to which they are entitled. '

e To plan and conduct the annual Retiree Sem nar.
B. FSC

Mari ne Corps RAGCs are housed in the installation FSC. The
FSCs provide office space, tel ephones, conmputers, furniture,
financial and some adm nistrative support. RAO Directors report
directly to the FSC Director.

FSCs have established service networks about which the RAO
staff should becone familiar. The FSC has credentialed famly
counsel ors who may assi st retirees or who can provide referral to
appropriate service providers. RAO vol unt eer training shoul d
i nclude presentations by the FSC staff in order to educate the
volunteer staff as to the resources available within the FSC and
how best to access them In addition, the FSC may assist RAGCs to

13



link with other resources and agencies. Presentations by other
organi zati ons and agencies, e.g., the local Area Agency on Aging
(AAA) or United Way Council, during volunteer training is
reconmended.

C.  VOLUNTEERS

The RAO program runs because of those exceptional nmen and
worren who vol unt eer. RAO vol unteer staff vary widely with each
| ocal retired comunity. Dependi ng on the size, expertise,
experience, and notivation of the volunteers, the |ocal RAO
Director may be able to assign volunteers to perform specific RAO
functions. Posi tions such as Annual Retiree Sem nar Coordi nator,
Trai ni ng Coordi nator, RAO Recruiter, Volunteer Coordinator and
Adm ni strative Coordi nator are exanples of such functions. In
sone cases, these functions nay be perfornmed by FSC staff as
coll ateral duties.

Though SecNav I nstruction 5420.169 states that,"RAGCs are to
be staffed by retiree volunteers", sone famly nenbers
(particularly surviving spouses) have been able to provide
support as wel | . Those RAGCs using retired w dows/w dowers report
excellent results in their spouse peer counseling services.

RAO Vol unteers will be appointed in witing by the FSC
Di rector. Sanpl e appointing letters, letters of understanding,
vol unt eer applications, job description, are contained in
Appendi x B.

D. RAO CLI ENTS

RAO clients are mlitary retirees, regular and reserve, their
spouses, eligible children, eligible fornmer spouses, survivors or

desi gnated representatives or guardi ans.
1. RETI REES AND SPOUSES

Retirees fromall branches of the uniformed services and
their spouses may seek assistance froma Marine Corps RAO The
ages of this population cover a wide range requiring a
br oad- based know edge of concerns that arise at varying life
st ages. Spouses are the second nost frequent clients. They
frequently request information regarding identification card
renewal , death gratuity, burial benefits, SBP, nedical and

14



CHAMPUS/ TRI CARE benefits. Addi tional information about these
benefits is provided in Section VI of this desk guide.

2. SURVI VI NG SPOUSES

Assi stance to surviving spouses is a core conmponent of the
RAO and one of the nobst satisfying areas of service. Many
survi ving spouses |lack the know edge of benefits and entitlenments
and necessary docunentation required to receive all of the
benefits and entitlenents to which they are entitled. Section VI
contains additional information on survivor assistance.

3. FORVER SPOUSES

Former spouses who retain a valid ID card (were narried to a
servi ce nmenber for at |east 20 years and the nenber was on active
duty for 20 years of marriage) may seek the service of the RAQ
Public Law 97-252, the Unifornmed Services Forner Spouses'
Protection Act enacted on 8 Septenber 1982 with severa
subsequent anmendnents, provides certain rights and benefits for
former spouses of nenbers of the arned forces. Part | of the
Retired Mlitary Al manac contains detailed information about
eligibility requirenents, benefits and other information for
former spouses.

4. CHI LDREN

Surviving mnor children of a retired or deceased mlitary
menber and their guardi ans or designated representatives may al so
be assisted by the RAO

E. RAO CLI ENT SERVI CES

The best general reference materials that RAO vol unteers can
use are the Retired Mlitary Al manac, Uniformed Services Al nmanac
and the FEederal Benefits for Veterans and Dependents. These
gui des are published annually and contai n updated benefit and
entitlenment information and eligibility requirenents for service
menbers, retirees and their famly nenbers. CMC (IVHF-10) orders
t he al manacs annually for the FSCs to distribute. The al manacs
can al so be purchased at the installation exchange stores. The
FSC TAWMP office orders and maintains a stock of the Eedera

Benefits for Veterans and Dependents.

15



The Retired Mlitary Al manac and Uniformed Services Al nanac
are published by Unifornmed Services Almanac, Inc., P.O Box 4144,

Falls Church, VA 22044, tel ephone (703) 532-1631, Fax (703)
532-1635. E- Mai |l address is M LI TARYALMANAC@/SN. COM

The Eederal Benefits for Veterans and Dependents is published
by the Departnent of Veterans Affairs (VA), Ofice of Public

Affairs (80D), 810 Vernont Ave., NW Washi ngton DC 20420.

The following is a listing of types of services that the
| ocal RAO may provi de:

e Casualty assistance to survivors of mlitary retirees on
procedures to obtain and maintain mlitary benefits. MCO
P3040. 4D; Mari ne Corps Casualty Procedures Manual, NAVMC
2642; Marine Corps Retirenent Cuide and the Al nanacs and
VA Benefits book |isted above are good references to use
for all retiree casualty reporting and benefits issues.

e Provides assistance with completing various Defense
Finance and Accounting Service (DFAS) and Department

of VA forms.

e Make report of death of retiree to DFAS. DFAS,
Cleveland Center, 1-800-269-5170.

® Arrange for military honors if desired by next of kin
(NOK) . DoD Directive 1300.15, establishes that
retirees are entitled to a full-honors detail, if the
necessary support is available at a local command. If
not, the Service must provide a minimum of one
uniformed representative to attend the funeral.

® Advise NOK requirements and procedures to obtain a new
identification card (DD form 1173).

e Update DEERS eligibility enrollment of NOK.

Determine if legal assistance is required and refer
NOK to Legal Assistance Office (simple wills and
powers of attorney).

® Liaison for burial at sea/scattering of cremated
remains at sea with the nearest Navy Office of Medical
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Affairs or Coast Guard station for retired Navy and
Coast personnel and their dependents.

+ Provide fornmer spouse information per the Unifornmed
Servi ces Forner Spouses' Protection Act.

o Determine if Red Cross or. Navy/Marine Corps Relief
assi stance is appropri ate.

e Assist with planning and i nplenenting the annual retiree
sem nars.

. Provide infornmati on on resources and services avail abl e
through the mlitary, mlitary-rel ated organi zati ons and
communi ty organi zati ons.

e Participates in local installation and comunity advisory
conmittees.

e Provide retirees with tax preparation assi stance.
F. RETI REMENT AND OTHER FAM LY MEMBERS/ SPECI AL NEEDS

Retirenment can inpact on close relationships with spouses,
children and parents. The RAO and it's volunteers nay be call ed
upon to provide retirees assistance at this crucial transition.
FSC and ot her | ocal resources should be used where avail abl e and
appropri ate.

Wth all retirees and their famly nenbers, the RAO vol unteer
w |l help best by encouraging the retirees to tal k about and
review their situation. The RAO vol unteer nmust be know edgeabl e
and effective in engaging all avail able resources on behal f of
their clients. They nust renenber that ultimately the individual
retiree is responsible for the success of their retirenent.

Spouses with adequate i ncones and a history of narital
conpatibility have good reason to believe that their hopes for
happiness in retirenment will be fulfilled. Marriages that were
good before retirement have a good chance to be so after
retirement. Retirenment alone wll not break nor make a nmarri age.

Nevert hel ess, there may be adjustnment probl ens. Anong t hese
are the increased tine sone retired-spouses may be spending at
hone. Di scussion by the couple of this situation is vital to a
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successful adj ustnent. More tine spent at hone by the retiring
spouse may allow for seeing and being nore of a part, sonetines
reluctantly, of the daily life of the at-hone spouse. Responses
to requests to help in the daily routine nmay or nay not be
forthcom ng. The perception and judgnment by the retiring spouse
of the "quality of the life at honme" nay be negative. Once

agai n, open and frequent discussion will be inportant to nanagi ng
this change and pronoting a successful adjustnent.

Il ness, disability, and econom c insecurity can contribute
to anxiety and dissatisfaction with retirenent and cause

adj ust ment probl ens. Dealing with these problens can be a
chall enge to the norale of the couple and test their problem
sol ving capabilities. Tal king with each other and seeki ng out

and taki ng advantage of avail abl e resources, such as those
avai l abl e through the RAGs and the FSCs, may be inportant to
satisfactorily handling these chall engi ng areas.

Moving to a new area can be another source of difficulty in
adjusting to retirenent. Peopl e who choose to retire to a
fam liar area, e.g., where they have previously lived or spent
vacations, may have less trouble adjusting to the new
envi ronnent .

Rel ati onships with other famly nmenbers, children and
parents, may be affected by retirenent. Contacts with children
often increase and can be positive and constructive. Parents may
help with hone repairs, child care and sonetines |iving
arrangenents. As each generation |lives |onger than the preceding
one, the likelihood of substantial contact with parents in
reti renent increases. If the parent is frail and needs care,

t hese encounters, no matter how caring, can be sources of
frustration.

Not all retirees that the RAO comes in contact with will be
marri ed. The RAO needs to be aware of the diversity of the
marital status of their clients. Wth the assi stance of the FSC,
gui dance materials should be revised to neet the needs of the
never-nmarri ed, w dowed, and divorced retiree.
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SECTION |V
PLANNI NG AND DEVELOPI NG THE RAO
A RAO PROGRAM PLANNI NG

The key el enments of program pl anni ng incl ude obt ai ni ng
resources to operate the program assessing needs, analyzing
informati on coll ected from assessnents, designing program
service delivery and obtaining, training, devel oping and
mai ntai ning the staff (volunteer). Fundi ng and staffing
resources available to the installation RAOw Il inpact the
extent to which program pl anni ng and devel opnent can be
conduct ed. However, each RAO nust be able to assist their
clients in three key areas: benefits assistance, survivor
assi stance and pl anni ng, and conducting the annual retiree
sem nar.

B. NEEDS AND RESOURCES | DENTI FI CATI ON

Identify client needs and interests of the retired community.
Det erm ne what resources are available in the local area to
support your client needs and interests. Develop a listing of
organi zati ons and servi ce providers which provide informati on and
servi ces which neet your clients needs and interests. Assenble a
resource library of publications, periodicals, handouts, flyers,
and a mailing list of organizations and service providers of
interests to retirees.

C CLI ENT DEMOGRAPHI CS

Useful information may be obtained fromthe yearly
publication, The Retired Mlitary Al manac. Thi s publication
shows nunbers of retirees fromall the services by state. An
addi ti onal annual publication that shows even nore information
about mlitary retirees is the DoD Statistical Report on the
Mlitary Retirenment System This report is issued by the DoD
O fice of the Actuary, using data abstracted fromthe Defense
Manpower Data Center. The report is published annually, and is
avai |l abl e each April. The report contains retiree data for state
and regional areas down to 3-digit zip code |evel.
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For technical questions pertaining to specific data contact:
Harry E. Richardson
Phone: (703) 696-7410
DSN: 426- 7410

Copi es of this report can be obtained by witing to:

Departnent of Defense

Ofice of the Secretary of Defense
Per sonnel and Readi ness

O fice of the Actuary

1555 W1l son Boul evard, Suite 701
Arlington, VA 22209-2405

Bot h of these publications show retired rank or
of ficer/enlisted break downs as wel|. No age profiles are
avai lable in either of these publications.

Local information can be obtained by including a Retiree
Section in the FSC "Needs Assessnent.” This section will be nade
available to all RAO clients as an opportunity to share their
interests and recomrendati ons with the RAQ A sanpl e
guestionnaire is included in Appendix C 1. The information
obt ai ned fromthe needs assessnent can be suppl enented by
addi ti onal surveys conducted during the |ocal annual Retiree
Sem nar and Health Fairs.

D.  DATA ANALYSI S

To hel p understand data gathered in needs assessnents,
and surveys the RAO coul d use:

« Working groups of know edgeabl e personnel such as FSC
staff, RAO staff and other personnel to review and
interpret the findings.

o Formal data reviews with other RAGCs.

« Review of past service requests and reconmendati ons.

o Focus groups to review client questionnaires, services and
eval uati ons.
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E. SERVI CES DESI RED

Experi ence has denonstrated that the greatest nunber of
requests for RAO services are for survivors benefits assistance
and assi stance with annual retiree sem nars. Wth the advent of
TAMP, however, RAGCs may be nore involved in second career and
nment ori ng kinds of services.

The RAO staff nust collect data on the services being
provided in order to ensure that they are neeting their clients
needs and i nterests. Request for services nust be docunented in
order to justify the addition of new services.

CMC (MHF) and (MVBR-6) will share any data coll ected on RAO
services provided and request ed. This informati on can be used by
the local RAGs to tailor their services to best neet the needs
and interests of its' clients.

F. RESOURCE ASSESSMENT

Though financial and other resources may be limted, it is
useful for the RAOto identify in witing all potential assets,
fromvarious local installation activities to volunteers to
communi ty organi zati ons and resources.

Evaluate the installation and community environment for
resources that can support client needs and interests. Match
resources, current and potential, with known client needs and

i nterests. | dentify busi ness, social and professional

organi zations that can support annual retiree sem nars and ot her
events. Identify | ocal businesses that typically enploy retired
mlitary.

Not e aspects of the |ocal environnent that affect the
program This will include installation support, funding,
staffing, facilities, accessibility, acceptability. Do not
forget climate (e.g., snow wi nters), public transportation,
| ocation of the RAOin relation to nost of clients. Note | ocal
community trends such as growt h/downsi zing of industries in the
ar ea. This may i npact the nunber of mlitary retirees locally
enpl oyed i n second careers. Not e what gaps in services are
reported by clients.

Resource conponents to exanm ne are as foll ow

' Staff resources



. Vol unt eer s: Weekly - Periodic
Fi nanci al Resources

e Material Resources
o O fice space
o Tel ephone/ Fax
Conmput er/ pri nt er/ Modem
Phot ocopi er
. E-Mai | /1 nternet access

e Program Support Resources
o I nstal l ati on support
Newsl| et t er
Annual retiree sem nars/appreciation days
Retired Marine Luncheon Program
Command support (such as Naval Hospital providing
health screening at annual retiree sem nars)

Communi ty Resources Network and Partnership Potentials

J Veterans Affairs office

. Retiree Counci

. Mlitary coalition nenbers [The Retired Oficers
Associ ation (TROA), Fleet Reserve Association (FRA),
Naval Enlisted Reserve Association (NERA), The Retired
Enli sted Associ ation (TREA), Non-Conm ssioned O ficers
Associ ati on (NCQA) ]

. QG hers - Navy and Marine Corps Relief Society, Red
Cross, Veterans of Foreign Wars (VFW, Anerican
Associ ation of Retired Persons (AARP), Wdowed Persons
Service, Anerican Legion, Navy League, D sabl ed
Anerican Veterans (DAV) Area Agency on Agi ng
personnel, civilian hospital officials

G SERVI CE SCHEDULE AND LOd STI CS

An exam nation of the tines of day that nost requests for
services are received may be hel pful in establishing the RAO
wor ki ng hours. In sone |ocations, nmany retirees are not invol ved
in second careers and often may not take advantage of an RAO s
availability early in the day. There nay be other area vari ables
which may |imt days of the week services are provided. RAO
Directors may al so have vol unteers who can provi de services and
assi stance fromtheir residences. In these cases, hours of
availability can be posted in the RAO SOP
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SECTI ON V
MANAG NG THE RAO

A PROGRAM MANAGEMENT

Managenent of the installation RAOis assigned to a vol unteer
director. The RAO Director is appointed in witing by the | oca
installati on commander and reports to the FSC Director.

The FSC Director will provide support and direction in nmanagi ng
the | ocal program The RAO Director is responsible for nmanagi ng
the daily operations, coordinating recruitnent and training of

vol unteer staff, preparing a budget and |ist of required supplies
and equi pnrent and devel oping a | ocal RAO SCP.

In order for the RAO Director to be effective, he/she nust

have the installation commanders full support. The installation
commander shoul d provide the RAO Director with program operation
di rection. Much of this direction will be formnul ated through

bri efings and di scussi ons between the installation commander, FSC
Director and the RAO Director. The RAO Director should brief the

installati on commander and their staff on the services provided

and upconi ng activities. Provi de the conmmander wi th program
statistics regarding clients served and services offered to the
| ocal retired comunity. Keep the commander, FSC Director and

their staffs informed, involved and up to date on the program
Invite themto participate in the annual retiree sem nars and
schedul ed activities that occur aboard the installation.

1. MANAGEMENT PHI LOSOPHY AND PRI NCI PLES

Basic to this programis assisting all mlitary service
retirees, their famlies and the survivors of retirees with
know edge about a variety of mlitary retiree benefits and
entitlements available to them RACs seek to devel op a network
of know edgeabl e vol unteers who can provi de assi stance to the
| ocal retiree popul ation. Thus continui ng the Marine Corps
tradition of "taking care of our own."

2. KEY MANAGEMENT ELEMENTS

While there are three core elenents for the RAO program
benefits assistance, survivor assistance, and annual retiree
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sem nars, nost of the services provided are driven by the | oca
retiree community needs, interest, avail able resources and the
expertise resident in the volunteer staff.

Basic to the offering of a dynanmi c programis the need
for periodic evaluations and nodifications of services provided.
The results of the evaluations should be used to nodify the
programto ensure the services provided are neeting the needs of
the local retiree community. Program changes can be nade by
addi ng or changing current direct services or by referring
clients to other |ocal agencies.

B. | DENTI FI CATI ON AND USE OF RESOURCES FOR THE AG NG

The RAO nust maintain a directory of agencies, both mlitary
and civilian, which provide information and services for

retirees.

Every area of the country is serviced by an agency that is
generically referred to as the AAA. These agencies were created
by the Federal O der Anmericans Act to form national network of
agi ng agencies. The AAA uses both | ocal governnment agencies and
non-profit organizations. These agenci es receive a significant
anount of their funding through the Federal O der Americans Act
by way of federal grants.

A major responsibility of every AAAis to provide information
and referral services on aging resources within their |ocal area.
For exanple, information on |ocal chapters of the Al zheiner's
Associ ati on, donestic abuse resources, substance abuse resources,
caregi ver support groups and seni or housing resources are
frequently Iisted. These services are free.

Many AAAs regul arly publish an updated directory of avail able
| ocal resources. Appendi x A-3 contains a listing of all of the
states and territories | ead agencies for the aging. This listing
can be used to identify the agencies that not only serve the
RAO s |l ocal area, but also the agencies which service areas that
a client may want to nove or where a retired famly nenber |ives.

Anot her source of information on comrunity resources is the
| ocal United Way chapter. Frequently, these chapters wll
mai ntain a directory of conmmunity resources. Each RAO shoul d
include directory infornmation for the local United Way in their
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SOP. The United Way of Anerica national office in Al exandria,
VA, (703) 836-7100 can provide nore information on chapters
across the country.

Lastly, the RAO shoul d be know edgeabl e of | ocal community
councils conprised of service providers, organi zations, and
agency directors that provides useful information and referral
services for retirees. The RAO s contact with these resources
can not only be helpful in identifying valuable comunity
resources, but also in hel ping those resources better understand
and serve the needs of mlitary retirees in the area.

C RESOQURCES
1. FI NANCI AL

Fi nanci al resources to support the RAOw || be provided
t hr ough the FSC. An inportant task for the RAO Director is to
prepare and submt a budget to the FSC Director outlining the
funding required to support the activities and services provi ded
by the RAO. The RAO Director should learn as nuch as possible
about the installation budget subn ssion process in order to
better prepare the RAO budget. The RAO should be prepared with a
priority listing of desired materials and activities in the event
that additional funding cones avail able during the fiscal year.
This list can also be used to show unbudget ed and outyear
requirements. Dat a anal ysis of customer needs assessnents and
customer satisfaction surveys can be used to justify the budget
subm ssi ons.

2. VOLUNTEERS
The followi ng are key success factors in the use of volunteers:

e Recruiting. Peopl e vol unteer for various reasons.
Retired mlitary, with their "can do" attitude, say they
li ke to do sonething to help others, to nake a difference,
to keep in touch with the Mari ne Corps, to have sonethi ng
to do, or a host of other reasons. It has been found that
potential volunteers will respond nore quickly to a
specific, directed request and to an assi gnnent
commensurate with their interests and skills. Oher RAO
vol unt eers enphasi ze their sense of satisfaction,
especially fromparticipating in TAMP pre-retirenent
bri efings. | nportant times to recruit are the annual
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retiree sem nars and TAVP pre-retirenment briefings.

Al t hough new retirees generally get involved in second
careers, they may be able to provide a few hours a nonth,
hel pi ng survivors, assisting with a newsletter, or
provi di ng some conputer hel p. Appendi x G contains a
sanple recruitnent flyer and letter.

I nterview ng and screening. Explain how the RAO operates
Look for skills and attitudes which fit job assignnments.
In the case of RAO Directors, explore their willingness to
| earn new t hi ngs, organization skills, enpathy,,
flexibility, and dependability. Determine if the
applicants are seeking full-time enploynent. If so, this
may i nmpact on the type of position they could support in

t he RAQO

Trai ni ng. Schedul e an orientation. Assign an existing
vol unteer as a sponsor. Use a job description and train
fromthat. If soneone is filling tinme while seeking a

payi ng j ob, assign tasks that can be nanaged on a short
termbasis, require mnimal training and know edge base.

Retention. The best way to retain a strong vol unteer

staff in the RAOis to show themthat the installation and
Mari ne Corps appreciate the services they provide. They
shoul d know that their efforts make a difference.
Additionally, solicit their recomendati ons on how to

i nprove or enhance the program

Recogni ti on. I nstall ati on Commanders can present a
Certificate of Commendati on, NAVMC 10631 to vol unteers at
an installation awards cerenony. An article with pictures
in the local installation newspaper enhances these

present ati ons. Vol unt eers respond quite positively to
vari ous types of recognition by the | ocal chain of

conmand. The conbi nati on of appropriate recognition and

concern for the retiree needs by the command can hel p the
RAO notivate and thus retain vol unteers.

Net wor ks. Vol unt eers devel op networ ks of business and

per sonal contacts. Many of these contacts represent
potential resources (e.g., a contact with a Marine veteran
who runs a printing business).
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3. OTHER RESOURCES

There are a host of mlitary-rel ated organi zati ons and ot her
community services wth which RAGs should be famliar and have
working ties. Partnerships with all mlitary coalition nenbers
(TRCA, TREA, FRA, NERA, NCOA) and other mlitary-rel ated
organi zati ons (DAV, VFW and Anerican Legion) are generally
nutual |y beneficial alliances.

Funeral directors are an excell ent point of contact as they
generally have early notification of a retiree's death and are in
an excellent position to recommend that survivors contact the
| ocal RAO

G vilian organi zati ons such as the AARP and the resources
under the AAA are al so useful contacts to establish. Many of
t hese organi zations publish informati on gui des and handouts.
Appendi x A-1 contains a |listing of manuals, books, guides and
handouts which can be used by the RAO staff as research materia
or information handouts.

Finally, |local area businesses are an outstandi ng resource
for the RAO and other nmilitary retiree organi zations to work
Wi th. Busi nesses that operate in a community with a | arge
mlitary retiree popul ati on understand the buyi ng power retirees
represent. Supporting the RAO and other mlitary retiree
organi zati ons makes sense for |ocal business.

D. MARKETI NG

Mar keti ng nust occur constantly, with the entire chain of
command, with the local retired community, and with the ot her

resources identified. It is essential to successfully pronote
the RAO and to deliver services of the greatest benefit to the
RAO cli ents. In marketing the RAOQ, there are two inportant

questions to answer in any flyer or briefing:
« W is the custoner?

¢« What can the RAO do for thent
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E MARKETI NG VEHI CLES
1. PRE- RETI REMENT BRI EFI NGS

These briefings are delivered by TAMP personnel frequently

t hr oughout the year. RAGs have been well received at them
because they give a realistic depiction of life after active
duty. These briefings are an excell ent opportunity to recruit

volunteers and to provide pre-retirees with infornmation regardi ng
servi ces provided by the RAO

2. PUBLI CATI ONS

The install ati on newspaper or newsletters prepared by the FSC
or other local organizations are excellent marketing sources for
advertising the RAO services and recruiting volunteers. The RAO
Director should establish a working relationship with appropriate
organi zati ons which publish newsletters that includes retirees in
their mailouts. The support of the installation Public Affairs
Ofice is inportant in securing space in the installation
newspaper and ot her | ocal publications. When RAO i nformation
does appear in print, it is essential that the office |ocation,
phone nunber and hours of operation appear as well.

Sone RAGCs have found it useful to develop a checklist of
itens that are inportant to include in any publicity piece about
t he program O her RAGCs have devel oped a series of articles that
can be run in local publications on a revolving schedul e.
Articles should be prepared for all special events.

Senper Fidelis is a neans to publicize the | ocal annual
retiree sem nars. CMC (MVBR-6) collects sem nar dates from each
installation and publishes themin the retiree newsletter.

3. OTHER MARKETI NG MEANS

Foll owi ng are sone steps that the RAO nay take to increase
visibility and denonstrate its value to the installation,
retirees and the surroundi ng conmunity:

« Briefing installation conmanders and their staffs on RAO
activities, services and special events.

e Marketing to potential clients in the retired community to
recruit volunteers.
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Sendi ng regul ar news releases to installation and | ocal
publ i cati ons.

e Using interest in, and RAO know edge of, SBP to assi st
commands i n providing counseling.

* Informng |local funeral directors about services for
survi vi ng spouses and ot her services of the RAO

e Witing newsletters
e Personal networking

Wiere there is access to the appropriate conmputer software,
use it to create eye-catching graphics.

Al ways keep in mnd the two key marketi ng questi ons.
Remenber that the primary market is the retiree and his or her
famly. In considering this market, avoid lunping all of the
custoners toget her. Thi s custoner group generally represents
over forty years of lifestyle choices and |life experiences in a
variety of environnents and living arrangenents. G oupi ng
simlar life experiences is one way to segnent the custonmer group
to better understand them and their needs. However, predictions
of custoner behavior fromthese groupi ngs should be approached
W th caution.

F. THE OLDER OR MATURE CUSTOVER

I n assessing the needs of the older or nature custoner of the
RAO, renenber that there is no one custoner, but a diverse group
of custoners. It bears repeating that ol der people are as
di verse a group as all other groups in our society. Ageismtends
to lunp them all together.

As noted earlier, the retirees of today are redefining the
image of aging in Arerica. T. Franklin WIlians, forner director
of the National Institute on Aging, noted that research is
finding nore and nore that nost agi ng-rel ated changes are due to
extrinsic factors. Extrinsic factors are |ifestyle, exposures to
envi ronnmental influences, and di seases. In nore recent research,
when ani mal or human subjects who nmaintained a good | evel of
exercise into later years are conpared with younger aninmals or
humans, functional declines previously attributed to aging have
tended to di sappear
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In marketing to their mature custoners, the RAOis advised to
focus on:

* The diversity of individuals in their client
popul ati on.

e The life issues and/or transitions these diverse
i ndi viduals may need help with fromthe RAQG

Age itself is not the issue. People age differently because

of genetics, lifestyle choices, exposures to environmental

i nfl uences, and di seases. Many people tend to feel and think on
average 10 to 15 years younger than their chronol ogi cal age. The
real issue is functioning. How is the custonmer managing life

events and coping with these transitions?

The mature market is a noving target. The market of today

will not be the market of tomorrow and you cannot assume that
studying the age group of today will allow you to predict
accurately what the next age group will need and want.

G KEY ACTI VI TI ES

I n addressing the question of needs of the RAOclients, the
followi ng are key activities for the RAO

+ Recognize the varied |ife experiences of all custoners.

e Understand that each person can have a different response
to these life experiences, that these persons represent a
variety of client populations and the real issue is how
well the individual is handling the Iife event or
transition that has brought themto the RAGCs attention.

e Watch for and try to identify trends in requests for
services that can help the RAO better focus on the
priority needs of their custoners.

« Ask your custoners what they need and, after the RAO tried

to neet the need, ask them how well the RAO did in neeting
t he need.
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H. PROGRAM EVALUATI ON
1. PURPOSE OF EVALUATI ON

The marketing of any programis significantly enhanced by
data that can be collected on nunbers of clients served and their
positive assessnent of the services. Such data can be used to
gai n additional resources and conmrand support. A systenmatic
eval uation also helps directors to easily identify what is
wor ki ng, the need for programinprovenents and to devel op a
dat abase of client needs and interests. Any eval uation tools
shoul d hel p the RAO staff determine if they are effectively
nmeeting their goals as well as the goals of the command and their
clients. Program efficiency as well nust be evaluated (i.e.,
cost effectiveness). Appendix D3 contains a sanple Annua
Retiree Sem nar Eval uati on Form

2. SAVPLE RETI REE NEEDS ASSESSMENT FORM

A sanple retiree needs assessnent formis contained in
Appendi x C-1. Such surveys often provi de excellent suggestions
regardi ng servi ces needed and efficient ways to provide them
Thi s survey should be included as part of the FSC client
sati sfaction survey

. VOLUNTEER TRAI NI NG

The i ssues handl ed by RAGCs are conpl ex enough to warrant a

structured training programfor incom ng vol unteers. A basic
trai ni ng program has been devel oped that is conprised of three
units. The time needed wll vary wth the individual experiences

of vol unt eers.

The objectives are for the trainee to learn the basic
operations of the RAO, beconme confortable with providing
i nformati on and counseling, and to becone famliar wth assisting
survivors of retiree casualties. Frequently a check list is used
so that trainees and directors know what training has been
acconpl i shed. A sanpl e Vol unteer Traini ng Check-List can be

found in Appendi x C 3.

After the formal training period is conpleted, the nore
i ntense on-the-job experience begins, consisting of a m ni num of
three days famliarization. New vol unteers are observed and
eval uated by the RAO Director. Annual ly, all volunteers are
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evaluated to determ ne staff strengths and deficiencies, training
requi rements and appropriate staff recognition. Al'l actions
taken by the RAO Director on these eval uations shall be revi ewed
by the FSC Director where applicable.

1. VOLUNTEER TRAI NI NG PROCEDURES
Unit 1. General Ofice Concepts and Adm ni strative Procedures.

St eps:
1. Interview wi th RAO Vol unt eer Coordi nat or
Di scussion itens: Vol unteer job description, RAO
system structure, expectations, introductions to
staff, general guidelines and interface with CMC
(MHF and MVBR-6) .

2. Revi ew | ocal RAO SOP.
Unit 2. General Infornmation.
St eps:

1. Fam liarization with Retired Activities Ofice Desk
Gui de and ot her publications nmaintai ned at RAQO

2. Revi ew Senper Fidelis for past 2 years.

3. Revi ew CHAMPUS/ TRI CARE Handbook.

4, Read the current edition of the Retired Mlitary
Al manac, published annually by Uniforned Services
Al manac, Inc., P.O Box 4144, Falls Church, VA
22044.

Unit 3. Retired Casualty Assistance Program

St eps:
1. Read Information For Survivors of Retired Marine
Corps Personnel ., prepared by CMC (IVHP-10). Copies
can be requested from CMC ( MHP- 10) .

2. Read Marine Corps Retirenment Guide, NAVMC 2642.

3. Read the current edition of the Retired Mlitary
Al manac for additional information concerning
casualty assistance and SBP fam i arizati on.
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4, Revi ew | ocal SOP for procedure when a retiree dies;
observe anot her vol unteer assisting a surviving
fam |y nmenber.

2. ON-GO NG TRAI NI NG

I n-service trainings are useful, especially when | egislation
to change benefits is proposed or passed, to enable volunteers to
informretirees of. any action they need to take. The use of
in-service training by other FSC program specialists is
especially inportant to acquai nt RAO volunteers with the ful
array of services and prograns the FSC has to offer to retirees.

I n-service sessions are al so beneficial to maintaining the
gquality of the RAO counseling.

J. RAO GENERAL OFFI CE OPERATI ONS

The gui del i nes provi ded bel ow are suggested mainly for new
RACs as one approach to setting up an office. Local situations
al ways requi re adapti ng general guidelines to that geographica
ar ea.

1. STANDARD OPERATI NG PROCEDURES ( SOPS)

SOPs are an essential and efficient neans for defining the
services offered, the nmeans for delivering those services and
ot her RAO functi ons. G ven, the staff turnover rate in the
mlitary environnments, SOPs aid in making those turnovers easier
and elimnates the need to reinvent the process each tine.
Restrictions (privacy act, confidentiality requirenents) and
| ocal installation requirenents should be included in the SOP.

2. Recommended RAO SOP Secti ons

e Handling requests for service (intakes); specify
i nformati on needed and client follow up.

e Handling notifications of death of retired nenber.

o Cetting a substitute to shop in the comm ssary for an
infirmretiree

e Conducting the annual retiree semn nar.

e Volunteer turnovers and shift changes.
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® (Case files, including confidentiality and

documentation requirements.

¢ Privacy act requirements (standard form is used in
FSCs) .

* Handling requests for information about
CHAMPUS/TRICARE and health insurance supplements.

3. Confidentiality

Basic to provision of services by the RAO staff is a
commitment to keep information divulged by clients confidential.
The Volunteer's first responsibility must be to provide any
client the freedom to discuss matters in a private and safe
environment. Therefore, information about individuals private
financial matters or other family situations discussed in
counseling sessions are protected within the limits of the
Privacy Act of 1974 and other applicable laws and regulations.
All RAO records and case files are likewise protected within the
limits of the Privacy Act of 1974 and other applicable laws and
regulations. When interviewing or meeting with a client, the
volunteer must advise the client the counseling session and the
matters discussed are confidential. However, volunteers must
advise clients when they are beginning to discuss issues which
would require disclosure, such as threats to self, others or
property. Any violations of client confidentiality will damage
the credibility of the services provided by the RAO. A breech of
confidentiality is cause for dismissal from the RAO program.

A sample Statement of Confidentiality Form can be found in
Appendix B-7.

4, HOURS OF OPERATIONS

Hours of operations will be determined by staff availability
and to a limited extent, local geographical area circumstances.
Establish standard days and hours of operation and post them
prominently in the FSC and on the office door. Advertise them in
the installation newspaper and in the RAO Newsletter.

5. ESTABLISH WORK SCHEDULES

Establish work schedules for both regular and alternate
volunteers. Each regular volunteer should have an established
work schedule by day and time. Use the alternate volunteers to
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work shifts when regular volunteers are not avail able or to work
speci al events/projects. Sanpl e Vol unteer Tine Sheets and ot her
forns can be found in Appendi x C- 4.

6. SECURI TY

Check on security of the office. Protect retirees' nmiling
| abel s fromrenoval or unauthorized use. Handle retiree mailing
| abels as if they were classified naterial.

7.  RECORD KEEPI NG
(a) COMPUTERI ZED

Comput er equi pnent and software will be nmade avail able to the
RAO by the FSC. The RAO shoul d i nclude conputer replacenent and
supplies in their budget as appropriate to ensure this support is
avail able in the outyears. Statistics on clients served and
types of services provided can be nost efficiently tallied with
use of a sinple spread sheet or data base program

Confidential client infornation is not to be stored in shared
drive files. This type of information should al ways be stored on
di skettes which can be stored in a secured area.

(b) NON- COVPUTERI ZED

The use of | og books is recommended to support the service
and reporting requirenents of the RAO Record nanes of
volunteers and dates and tines each shift changes. Additionally,
use the |l og to docunent any unfinished business to be conpleted
during a later shift. In a separate | og, custoner transactions
can be entered. This provides a neans of neasuring and
cat egori zing workl oad, as well as a record of each custoner's
identity.

8. OFFI CE FI LES

This information is provided as a basic guideline and w ||
need to be adapted for |ocal situations and changi ng technol ogy.
Many RAGCs establish at |east three separate files: one for
deceased retirees, one for correspondence, and one for any open
cases. These files, for exanple, can be col or coded and thus
easily identified as to status. Each deceased retiree should be
represented by a folder containing, at a mninum a copy of the
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casualty report nessage and a current address and tel ephone
nunber of the NOK. Include a record of any clains prepared for a

w dow wi dower .

All other retirees whomthe RAOis currently assisting should
be represented by a folder containing at | east an up-to-date
address and tel ephone nunber of the retiree. Add any pertinent
information dealing with the retiree's pay and/or SBP record
suppl i ed by DFAS. Appendi x C contains sanple client information
fornms and questi onnaires.

9. CUSTOVER | NFORNMATI ON
It is recommended that as much information as is possible be
made avail abl e to custoners. Appendi x A-2 contains a listing of

recommended books, guides, handouts and other reference materials
t hat the RAO should maintain on hand.
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SECTI ON VI
RAO SERVI CES

A.  SERVI CES. RAGCs provide the follow ng services:

e Benefits Assistance
¢+ Survivor Assistance
¢+ Annual Semni nars/ Special Event/Newsl etter Production

In fulfilling these responsibilities, it is recommended that
t he RAO have avail able the resources listed in Appendix A-2. In
addition to the Retired Mlitary Almanac, these itens shoul d
provi de the background information essential to function as an
RAQ.

B. GENERAL | NFORVATI ON
1. Key Resources

Appendi x A contains various reference resource listings. The
Ready Reference section contained in Appendi x A-1 of this guide
lists phone nunbers of key resources, agencies and organi zations
wth mlitary affiliation. RAGs shoul d devel op their own ready
reference |ist as appropriate for their area. Appendi x A al so
contains a listing of recommended reference materials for the
RAGs to naintain. These materials range from Mari ne Corps
publications to panphlets and publications produced by VA and
various private and organi zations with mlitary affiliation. For
nore specific resources dealing with issues of older clients or
their famlies, Appendix A-3 contains a listing of the State
Units on Aging. Each state and territory has an established
agency to help identify comunity resources for ol der persons
nati on-w de. These units can help the RAO identify and access
| ocal aging resources, including the nearest AAA Anot her
resource is the local United Way Chapter. The United \Way of
Anerica national office |ocated in Al exandria, VA, can provide
i nformati on on chapters outside the i nmedi ate RAO area.

The VA publishes a variety of booklets and news rel eases
annual ly to update their prograns and benefits. The annual

Federal Benefits for Veterans and Dependents updated and
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publ i shed each year is an excellent source of benefits
informati on and VA office addresses and phone |istings.

2. SERVI CE AND MEDI CAL RECORDS

Retirees should maintain originals/copies of their
separations and retirenent papers "Certificate of Rel ease or
D scharge From Active Duty" DD Form 214, copies of their Service
Record Book (SRB) or officer Qualification Record Book (OQR),
nmedi cal records, dental records and VA papers in a secure
| ocati on. Spouses and fam |y nmenber should know the | ocation of
t hese records. All retiree personnel records to include SRBs,
OQRs, nedical and dental records are nmaintai ned at:

The National Personnel Records Center
MIlitary Personnel Records

Attention: U. S. Marine Corps Records
9700 Page Boul evard

St. Louis, MO 63132-5100

The records nost commonly requested are duplicates of
"Certificate of Rel ease or Discharge From Active Duty” DD Form
214 and copi es of nedical and dental records. Requests for
copies of retiree records are to submtted in witing to the
Nat i onal Personnel Records Center, St Louis, MO The requests
must be typed or printed and clearly state what records are
request ed. I nclude the retirees full nanme, the branch of
service, service nunber or Social Security Nunmber and approxi mate
date and years of service. Use standard Form 180, Request
Pertaining to Mlitary Records, which is available from VA
of fi ces and veterans organi zati ons. The request nust be signed
by the retiree or a surviving NOK Requests can be submtted by
either the retiree or their survivors. Wen requesting VA
benefits, VA will request copies of personnel records fromthe
Nat i onal Personnel Records Center or the service departnent
concerned as required to verify informati on contai ned on
applications for benefits.

VA is chartered by to retain copies of DD Form 214 for 20
years if, at the time of separation, the menber checks bl ock 20
on the form whi ch authorizes VA to receive a copy. However, nost
demands for the DD Form 214 occur nore than 20 years after
retirenment, either when the retiree applies for Social Security
or when a funeral director asks the survivor for a copy to
establish eligibility for VA burial benefits.
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Retirees who want to file for consideration of a disability
with the VA can request VA order their DD Form 214 and medi cal
and dental records on their behalf. However, VA usually advises
veterans that they nust first obtain their records thensel ves and
then return to VA office.

Retirees or survivors applying for Social Security benefits

will be required to provide copies of all DD Form 214 issued for
mlitary service regardl ess of category. If the nenber retired
wi th continuous service, they will have only one DD Form 214.

Retirees who had a break in service leading up to retirenment or
separation, may have a DD Form 214 for each period of service.
Starting in 1990 the procedure for issuing the DD Form 214 was
changed. Mlitary nenbers retiring or separating since 1990
receive only one DD Form 214 whi ch covers all periods of service
by dates and categories. This new DD Form 214 w |l provide
Social Security with all periods of service by category on one
form

3. LOCATI NG RETI RED SERVI CE MEMBERS

Since the Privacy Act of 1974 prohibits the rel ease of the
addresses, the follow ng procedures for locating mlitary
retirees is reconmended. Sinply wite a letter to the retiree.
Place it in a stanped envelope with the retiree's name on it with
your return address. In a short note provide what infornation
you can about the person you are trying to locate, i.e., nane,
rank, social security nunber, birth date. State your reason for
| ocating this person. Pl ace the postage-paid, seal ed envel ope
and your note in another envel ope and address it to the
appropriate service agency. A search fee may be required for
each person. There is generally no fee charged if the request is
froma parent or inmmediate famly nenber. If the person is
| ocated, your letter will be mailed to the person. You will be
notified by the service agency if the person cannot be | ocated.

Inquiries can be sent to the foll ow ng service addresses:

Mari ne Cor ps Ar ny

Commandant of the Marine Corps  Commander

Headquarters, U.S. Marine Corps ARPC Attn: DARP-VES-VO
Code MVBB- 10 9700 Page Ave.

2008 Elliot RD, Suite 201 St. Louis, MO 63132-5200
Quantico VA 22134-5030
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Navy Coast QGuard

NRPC ( Code 41) Commandant (G PS-1)
4400 Dauphi ne Street U S. Coast Guard
New Ol eans LA 70149-1832 2100-2nd St., S. W

Washi ngt on, DC 20593- 0001

Air Force

HQ AFMPC/ RM QL

550 C St., West, Suite 50
Randol ph AFB, TX 78150-6001

C  BENEFITS
1. MED CAL TREATMENT

Entitlement for and availability of medical treatnment is an
i ssue of major concern to nost retired nenbers. This topic
i ncl udes MIFs, VA hospitals and clinics, CHAMPUS/ TRI CARE
VEDI CARE coverage and getting prescriptions filled. One of the
nost difficult issues to handle is the growing retiree
popul ati on's increasing denands on the mlitary to provide the
unlimted care they were told would al ways be avail abl e.

Anot her issue is that, under current |aw, CHAMPUS/ TRI CARE
ends when a person becones eligible for Social Security Benefits.
At that point MEDI CARE takes over, because of being pernmanently
di sabled for at l|east 24 nonths, or reaching age 65, whichever
cones first.

MIFs services offered varies from MIF to MIF dependi ng upon
avai |l abl e resources. When a clinical specialty is not avail able
at the MIF, non-availibility certificates will be issued and
referral listings for local civilian heath care providers who
participate in CHAMPUS/ TRI CARE/ MEDI CARE wi | | be provi ded by the
MTF.

2. DEPENDENT BENEFI TS AND PRI VI LEGES

Aretiree's famly nmenbers who are | egal dependents are
eligible for nost of the sane privileges and benefits they were
af f orded when the retiree was on active duty. In brief, these
i ncl ude comm ssary, exchange, health care in MIFs (as avail abl e)
and CHAMPUS/ TRI CARE cover age.
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Access to all these activities generally requires a dependent
identification card. Dependent identification cards nust be
renewed at four-year intervals. Renewal of the identification
card requires current enrollnment in the DEERS. Enrollnent in
DEERS requires a copy of the DD Form 214, marriage certificate,
and/ or birth/adoption certificates. Enroll nent in the DEERS does
not negate the need to renew identification cards.

A primary difference between active duty and retired status
exists in health care benefits. Retirees and their dependents
are placed lower on the priority list in MIFs and, in sone
i nstances, may not be able to receive care due to |limted nedica
staff or facilities resources. CHAMPUS/ TRI CARE co- paynents do
i ncrease and, for the first tinme, retirees will have to use
CHAMPUS/ TRI CARE for personal health care received outside the
mlitary. They may want to consider purchasing suppl ement al
nmedi cal insurance to help defray costs not covered by
CHAMPUS/ TRI CARE. There are a nunber of suppl enental prograns
avai | abl e. They vary considerably in cost and coverage.

I ndi vi dual s shoul d thoroughly research the policy(ies) to
under stand what i s covered.

3. ELI G BI LI TY RULES AND CHI LDREN

Retirees' children are eligible for identification cards
until their 21st birthday (or their 23rd if they are enrolled as
a full tinme student). The retiree is responsible for returning
the identification cards to the Marine Corps after the child's
21st (or 23rd) birthday. Likewi se, a child s narriage term nates
dependency regardl ess of the age and requires that the child's
Identification Cards be returned to the nearest DEERS/ RAPIDS site
or mailed to the CMC (MVBR-6). An unnarried child over age 21
who i s incapable of self-support because of a mental or physical
i ncapacity that existed prior to their 21st birthday renains
eligible for an identification card as long as the incapacity
conti nues. To determne eligibility, contact CMC (MVBR-6) at

1- 800- 336- 4649.

4. ELI G BI LI TY AND DI VORCE

Whil e divorce is obviously a significant change, sone
retirees have been reluctant to notify the appropriate Service

when their marriages end in divorce. This is inportant
i nformati on that DFAS nust have.
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Only under limted circunstances will a forner spouse be
authorized to retain the identification card issued prior to
di vorce fromthe servicenenber. Eligibility for benefits and
privileges ends on the date of the divorce, and the
identification card previously issued to the forner spouse nust
be ret urned. This is the sponsor's responsibility.

A former spouse nmay be eligible for an identification card
under the provisions of the Forner Spouses' Protection Act.
Appendi x E-1 contains nore detailed informati on regarding the
For mer Spouses Protection Act. To determine eligibility,
contact CMC (MVBR-6) at 1-800-336-4649. The Forner Spouse
St at enent Form cont ai ned in Appendi x E-2 shoul d be conpl eted by
the former spouse when applying for an identification card.

A former spouse loses eligibility for an SBP annuity by
remarryi ng before age 55; prem uns are suspended when DFAS
receives a certified copy of the marriage certificate.
Eligibility is restored if that marriage ends, and prem um
reductions resunme if the nmenber is still alive.

In the case of fornmer spouse-and-child(ren) coverage, the
| atter receives benefits only if the former. spouse dies or |oses
their eligibility for SBP because they remarried prior to age 55.
Remarriage after age 55 has no effect on prem uns or a fornmer
spouse's eligibility to receive an SBP annuity.

D. SURVI VOR ASSI STANCE
1. RAO SURVI VOR ASSI STANCE

Concern for the future well-being of retiree survivors is
shared by the Marine Corps, VA, Social Security Adm nistration

and ot her agenci es. This is one of the major concerns of RAGs,
and the service area that nost volunteers feel nost strongly

about . The amount of time, effort and resources the individua
vol unteer devotes to retired casualty assistance depends upon the
nunber of hours he or she is able to volunteer and the capacity
of their mlitary installation to support the retired commnity.
Survivors greatly appreciate any hel p provided by RAO Vol unt eers.

Most RAGCs review | ocal obituaries to identify deceased

retired servicenenbers in their area. Some RAO Vol unteers visit
the survivor's hone to render Casualty Assistance Calls Oficer
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duties simlar to those provided for famlies of active duty
menbers (not provided by the Marine Corps for retirees).

They ensure the death is reported pronptly to DFAS, provide
counseling, help survivors apply for benefits fromthe
appropriate service and ot her agencies, obtain new identification
cards and base stickers as required.

The RAO provides this service at an enotional tine when
fam |y nmenbers may still be grieving over the death of a | oved
one. Wth the many tasks which need acconplishing around the
time of a death, the famly nenbers may expect the RAO to take
care of many details that they ordinarily could handl e. The RAO
should determine if there are other famly nenbers who could
assist in conpleting paperwork required to request benefits and
how much assi stance can be provi ded by the RAO

An inportant consideration in advising a survivor is whether
t he death was unexpected or anticipated. This is an area where
t he professional resources of the FSC should be consulted. The
FSC can hel p the volunteer better understand what to expect at
this tinme and how best to respond.

RAGCs can be nost hel pful by assisting famlies to conplete
one essential task, notifying DFAS, d evel and Center
1-800-269-5170, and the DFAS, SBP Annuity Section, Denver, CO at
1- 800- 435- 3396. If there is evidence that the deceased retiree
had any service-connected disability, the RAO can assist the
survivor to investigate the appropriateness of applying to VA for
Dependency and | ndemity Conpensati on

Appendi x F contains a sanple Letter of Condol ence and a
Casualty Notification Form

2. BENEFI TS AND ENTI TLEMENTS | NFORVATI ON

At pre-retirenment briefings and other appropriate foruns, it
is recomended that RAGs point out the inportance of retired
nmenmbers di scussing with their famlies what should be done at the
time of their death. Enphasize that the famly should know where
to |l ocate such inportant docunents as the DD Form 214, VA
records, wills, insurance policies and SBP policy.

Eli gi ble survivors of deceased retirees are entitled to
identification card privileges, CHAMPUS/ TRI CARE or Medi care
coverage, and limted | egal assistance. If the retiree was
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enrolled in SBP, they are eligible for an annuity. However, they
may need to present copies of the deceased retirees records to
verify entitlenent to these benefits.

3. BURI AL BENEFI TS FOR RETI RED MEMBERS

Retired mlitary personnel, their spouses and m nor children
are eligible for burial in national ceneteries. G avesites
cannot be reserved, and only one plot is available for eligible
menbers of a famly unit. Burial benefits include the plot, its
openi ng and cl osi ng, and perpetual care. Mst funeral.
arrangenents and expenses are the responsibility of the
deceased's estate or the survivors. For nore information,
contact the superintendent of the national cenetery where buri al

is desired VAWl provide a burial marker at no cost for al
Retirees and Honorably discharged veterans. Except for burial in

private ceneteries, VA will order the headstone or marker and
place it at the gravesite. If burial is in a private cenetery
survivors are responsi ble for naking arrangenents and paying the
costs of placing the headstone or marker at the grave.
Additionally, VA provides an Anerican flag and Presidenti al
Menorial Certificate. Fam ly nenbers will need to show VA a DD
Form 214 for the benefits; they should contact their regional VA
of fice for assistance.

Retirees and veterans are entitled to mlitary funeral

honors, resources permtting. However, where sufficient funeral
honors resources are not available, a uniforned representative
will attend the funeral to present an Anerican flag to the NOK,

if requested by the famly. Request for mlitary honors should
be sent to local installation Casualty Oficer.

In the case of a nenber retired while hospitalized and who
remai ned hospitalized until death, the survivors are entitled to
all nortuary services at government expense, including the
mlitary's assistance in making funeral arrangenents.

The SSA may provide a burial allowance, a nonthly survivor's
pensi on, and educati onal assi stance. Survi vors shoul d apply
directly to their local SSA or call toll-free 1-800-772-1213 to

determine if they are eligible.
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4. ELI A BILITY FOR BURI AL BY VA

In order for the famly of a veteran (includes retired
menbers) to be entitled for burial expense assistance from VA,
the menber nust fall under one of the follow ng categories:

e |If the veteran has a service-connected disability, and
dies either in or out of a VA hospital, VAw Il pay up to
$1500 towards hi s/ her burial.

e If the veteran dies in a VA hospital, but does not have a
servi ce connected disability, VA w Il pay $300 toward
burial, $150 toward a plot and transportation fromthe
hospital to the burial site or closest national cenetery.

« If the veteran is receiving sone type of VA conpensation
or VA pension, but does not die in a VA hospital, VA
will pay $300 toward the burial and $150 toward a plot.

5. REQUI REMENTS FOR BURI AL AT SEA

Eligibility criteria for at-sea disposition of casketed
intact remains and cremated renmnins froma naval vessel or
aircraft are as foll ow

« Active duty nmenbers and retired nenbers of the uniforned
servi ces.

¢+ Fornmer nmenbers of the uniforned services di scharged under
honor abl e condi ti ons.

o US civilian marine personnel of the Mlitary Sealift
Command.

+ Dependents of nenbers and former nenbers of the uniforned
servi ces.

« U S citizens, who by notable service or outstanding
contributions to the United States, are determ ned to be
eligible by such service for at-sea disposition.

An i ndividual desiring burial at sea should indicate his/her
wi shes in witing and nmake this available to their NOK or
executor/executrix of the estate. At the tinme of dem se, the NOX
or executor/executrix of the estate should contact the Commandi ng
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O ficer of the nearest naval nedical center to coordinate the
arrangenent s.

The foll ow ng docunents nust be subnmitted to the Commandi ng
Oficer:

* Atransit permt issued by the appropriate civil
authorities at the place of death or a certificate of
cremati on.

' Civilian death certificate.

* Signed request/authorization for commttal fromthe
primary NOK or executor/executrix of the estate.

The aut hori zation should include the decedent's full nane,
grade, Social Security nunmber and file/serial nunmber, if
avai l abl e; branch of service; date of retirenment or dates of
servi ce and date of death; type of religious service desired; and
whet her scattering of cremains froma naval vessel/aircraft or
commttal of casketed remains is desired froma naval vessel, and
t he body of water in which the cremai ns/renains should be
conm tted.

Advanced commi tments cannot be nade because conpliance with
t he request woul d depend upon the conditions and the availability
of a ship at that tine. Services on board ship, while it is in
port, may be permtted on a "not to interfere" basis; however,
civilian personnel cannot be authorized to attend services at
sea. Any expenses incurred for delivery of remains/cremains to
t he point of enbarkation on board a naval ship nust be borne by
the estate of the deceased.

6. U S. COAST GUARD/ DEPARTMENT OF TRANSPORTATI ON

An alternative to burial at sea froma naval vessel/aircraft
is burial at sea froma United States Coast Guard (USCG vessel.
The USCG has nore stations along the coasts of the United States
than the Navy has bases. In an area where the nearest naval
activity is at a distance of hundreds of mles, the cost to the
famly of transporting the remains and famly nmenbers to the
services may be prohibitive.

In addition, the USCG s m ssion provides nmuch nore
flexibility and availability of vessels to accommbdate the buri al
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at sea. \When mi ssion obligations and weat her conditions permt,
civilian personnel are permtted to attend the services at sea.
As with the Navy, advanced comm tnents cannot be made.

I nt erested persons should contact the nearest USCG station,
listed under the Departnent of Transportation in the |ocal

t el ephone directory.

E. ANNUAL SEM NARS/ SPECI AL EVENTS

Events such as a spouse's day to discuss infornation needed
when a mlitary retiree files for Social Security or dies have

been particularly well received.
1.  ANNUAL RETI REE SEM NARS

Anot her inportant activity for RAGs is the Annual Retiree
Semi nar . SECNAV | nstruction 5420. 169H charges area commanders to
conduct such sem nars for retirees in their area. The FSCis
responsi bl e for coordinating facilities and | ogistical support
for the semnar. The RAO plans, conducts the sem nar using
vol unteer retired personnel support.

The purpose of the Annual Retiree seminar is to:

o Update the local retiree comunity on changing policy
regarding retiree benefits and entitl enents.

e Mke available local mlitary installation and civilian
comunity resources (PX, Conmm ssary, MIF, MAR etc).

+ Brief the status of recommendati ons made by the RC

« btain input fromretirees on issues of concern to
them

2.  REPRESENTATI ON

As many as possible of the follow ng representatives shoul d
participate in the sem nar:

« Installation Commander or other appropriate representative
fromthe installation

' Medi cal and dental officer frominstallation M'F and
dental clinic.
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e TInstallation Legal Services Office.

CHAMPUS/TRICARE representative.

Military coalition representative.
e MWR representative.

¢ Exchange representative.

. Commissary representative

o SSA representative

* VA representative

e DFAS representative

o Local politicians (one can be keynote speaker)
. RAO

° TAMP

. SBP resource person

o Others subject matter representative relating to
local issues (such as state tax representative or
aging/retirement issue)

Additionally, a staff member of the local DEERS/RAPIDS office
should be present to assist with questions related to renewing
dependents' identification cards. A particularly appreciated
service is having the local MTF mobile unit in the exhibition
area to do some basic screening such as blood pressure readings,
hearing screening, and any other services they can provide.

Other exhibitors should include local FRA, TROA, NCOA, TREA and
other available military coalition members, Navy League of the
United States, Marine Corps League, Military Living, National
Military Family Association, American Red Cross, AARP, VFW, and
the FSC. Focus on exhibits that will address the needs and wants
of the retirees.

A very important part of the seminar is the opportunity it
presents for the RAO to conduct an annual survey of the retirees.
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Cenerally, the sem nars are very well attended. It is an
excel l ent opportunity to get feedback fromretirees on their
needs and RAO servi ces.

3. ANNUAL RETI REE SEM NAR FORNAT

Posting of the Colors is strongly recommended. Sone
installations then follow that with the pl edge of allegiance. A
keynote speaker may be next on the agenda, but that will vary.
Sone activities [imt the semnars to a half-day, finding that
participants | eave at |unch tine. Appendi x D contains a sanple
Retiree Sem nar Program and Schedul e.

4. AFTER ACTI ON REPORT

An after action report should be prepared for the
installation. This report will be used to assist in the planning
for subsequent annual retiree sem nars. The report shoul d
contain information regarding all aspects of planning and
conducting the sem nar, recomendati ons whi ch woul d be
appropriate for submssion to the RC and a | essons | earned
section. A copy of the report will be forwarded to CMC (MHF) via
the installation chain of comrand. Appendi x D contains a sanple
Retiree Sem nar Eval uation Form

5. HEALTH AND OPPORTUNI TY FAI RS

This is another area that a few RAGs are pursuing. It is an
opportunity for the RAOto be nore proactive on health and
j ob/vol unt eer opportunities (third age) issues of retirees and
their famlies. It also is an excellent opportunity for reaching
out and establishing inmportant community contacts of benefit to
the RAO and its clients.

6. PEER COUNSELI NG

Peer counseling is consistent with and supportive of the goal
of the RAOto help the mlitary assist its own. The vol unt eer
peer counselors or advisors in the RAO have as their primry goal
the goals of the client.

Remenber, the RAOis a contact for information and referral

If there is an organi zati on/ agency that has professiona
expertise in a specific subject, it is best to provide the client
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with that information and, as appropriate, offer to help link the
client wwth that resource.

The volunteers in the RACs are peers of the retirees they
are there to hel p. They share experiences that give thema
rapport, trust and credibility that no other volunteer could
have. They have been, are and in the future will be experiencing
simlar life transitions to the clients of the RAQO

This peer position with the RAOclients helps clients talk
nore readily with them to share concerns and needs for
successfully managing the life transitions associated with their
Marine Corps retirenent. The RAO peer counsel or or advisor also
serves as a positive role nodel for the clients as retirees who
have successfully dealt with these transitions and nastered the
changes. Because of this special position, sonetinmes the peer
counsel ors/ advi sors can be nore effective than professionals.

The follow ng guidelines are recommended to ensure that
vol unteers get the nost out of their special situation for their
clients and thenselves and that they are formally and effectively
connected to the professional resources of the FSC to enabl e and
expedite the use of those resources:

e Careful interview ng and sel ection of volunteer. Include
a formal application and a face-to-face interview

e Establishing a clear and firmconm tnent fromthe
vol unt eers.

e Carefully selecting the trainer/supervisor. A trai ner who
enpl oys a participatory learning nodel in a
non-aut horitarian way will present the best role nodel for
t he vol unt eers. O her key training elenents are

enphasi zi ng the belief that change is possible at any tine
inlife. The volunteer represents the support and good
will of the RAO and the Marine Corps. The FSC and ot her

i nportant base structures stand behind the vol unteer.

e Pronoting volunteer satisfaction in their work by keeping
the effort neaningful, useful and stinulating.

e Supervisory support and a conmtnent to providing
opportunities for new learning. In working with retirees
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the volunteers should renmenber that the age of the client
Is not what is nost inportant. The key issue is the
functional age. How wel | is the person handling the
transitions in their personal and social lives and in
their environnent? The RAO and its volunteers can help
people to hel p thensel ves.

An effective tool in this regard is workshops. Wrkshops
can be used by larger nunbers of retirees, can reach those who
woul d not generally seek out the services of an individual
counsel or, can focus on specific subjects and share information
about the changes com ng or underway and how the retirees can
mast er those changes.

In all counseling wth retirees, the RAO vol unteers can
provi de invaluable help to their peers in nmastering the norma
devel opnental issues and transitions that conme with retirenent in
a way that enpowers the retirees and helps themto gain nore
control over their lives. The RAO represents to the retirees
that the Marine Corps cares about themand their situations.
Cenerally, RAO | ocations support peer advisenent by being a nore
acceptable site for tal king things over than other nore fornmal
settings.

7. NEWSLETTER

A newsletter is an inportant source of information for the
clients. Ideally, it reaches all retirees in the RAO service
ar ea. It is useful to keep retirees inforned on inportant
issues, to direct themto the appropriate resources, and to neke
t hem aware of the RAO and its services. In addition, the RAO
should work to pronote the office, the issues and services in
ot her base communications. If there are a | arge nunber of
retirees in the area and a newsletter is not financially feasible
for the RAO a regular feature in the base newsletter may be the
best option.

8. OTHER SERVI CES
Sonme RACs may have the capacity or interest in offering other

services, e.g., tax preparation assistance. Information on these
‘uni que services should be appended to this guide.
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Ready Reference
TELEPHONE NUMBERS

Marine Corps Retired Activities Section (MVBR) 800- 336- 4649

In Virginia

Navy Retired Activities Branch (Pers 662C)

In Virginia, call Collect
Air Force Retired Activities
In Texas

Arnmy Retired Activities
In Virginia, cal

Coast GCuard

DEERS Verification (continental US)
Al aska and Hawaii Residents
California Residents

ID Cards, Benefits and Eligibility
Mari ne Corps Nunbers
In Virginia, cal

Def ense Fi nance and Accounting Service
Cl evel and Center

Casual ty

Cust oner Servi ce

Col lect Calls

Fax Li ne

Denver Center
Annui ty Section

Coast Guard Pay and Personnel Center
OTHER USEFUL NUMBERS
Arlington National Cenetery

Awar ds Mari ne Corps (HQVC, MM
Awar ds Navy

Nat i onal Personnel Records Center

Ar ny

Air Force

Navy, Marine Corps, Coast Guard

Naval Reserve Personnel Center (Records)

A-1-1

703-614-1901

800- 255- 8950
703-614-3198

800- 531- 7502
512-652- 3431
800- 292- 5222

800- 336- 4909
703- 325-9158

202-267- 2259
800- 538- 9552

800-527- 5602
800- 334- 4162

800- 336- 4649
703-614-1901

800- 260- 5170
800- 321- 1080
216-522-5955
800- 469- 6559

800- 435- 3396

800-772-8724

703- 695- 3250/ 55

703- 696- 2040
202-685-1770

314- 538-4261
314- 538- 4243
314- 538-4141
800- 535- 2699



CHAMPUS Headquarters
Benefit Services Branch

CHAMPVA

Heal t h Managenent Strategies Int. Long Term care
Medi care I nfornmation

O der Adult Resource Information Locator

Conti nued Health Care Benefits Program

Departnent of Veterans Affairs (VA

All Regional Ofices

Nati onal 24-Hour Help line

Serviceman's Goup Life Insurance (SG.l)
Veteran's Group Life Insurance (VGI)

I nsurance Center (National Service Life)
Debt Managenent Center

Educati on Center

Radi ati on Hel pline

Tel ecommuni cati on Device for the Deaf (TDD)
G Bill

O fice of Menorial Programs

State Cenetery Grants Program DVA

U S. Court of Veterans Appeals

Toll Free Bulletin Board

Depart nment of Labor
Vet erans Enpl oyment and Trai ni ng (VET)

Navy Lodge Reservation Service
Armed Forces Hostess Associ ation
Navy Mernorial |nformation

Smal | Busi ness Administration

Soci al Security Admnistration (SSA)

Armed Forces Retirenment Hones

Sol di ers' and Airnen's Hone

United States Naval Home

Knol | wood, Arny Di staff Foundati on Home
Vi nson Hal |

Air Force Village

Teresa Vill age and Bob Hope Vill age

Aneri can Associ ation of Retired Persons,
W dowed Persons Services Directory

Wb Sites:

Arnmed Forces Retirement
Nat i onal Cenetery

U S. Marine Corps
Senper Fidelis

A-1- 2

303-361- 3907
303-361-1126
DSN 943-1126
800- 733- 8387
800-242-6764
800- 638- 6833
800-677-1116
800- 809- 6119

800- 827- 1000
800- 821- 8139
800-419- 1473
800-419- 1473
800- 669- - 8477
800- 827-0648
800- 326- 8276
800-827- 0365
800- 829- 4833
800-962- 1425
800- 697- 6947
202- 389- 2313
800- 869- 8654
800- 871- 8387

800- 442- 2838

800- 628- 9466
703- 697- 3180
800-821-8892
800- 827-5722
800-772-1213

800-422-9988
800- 332- 3527
800-541- 4255
800-451-5121
800-762-1122

904- 651- 3766/ 1401

202- 434- 6030

http://ww. af rh. com
http://ww. va. gov/ cenetery/index. htm
http://ww. usnc. m |
http://ww. usnc. m | /senfidl/home. htm



RECOMVENDED LI ST OF REFERENCE MATERI ALS FOR RAGs
Marine Corps Retired Activities Ofice Desk Quide
Marine Corps Retirenment CGuide, NAVMC 2642

Retired Mlitary Al manac, Unifornmed Services Al nanac, |nc.
current edition

Uni f ormed Services Al manac, Unifornmed Services Al manac, Inc.,
current edition

Federal Benefits for Veterans and Dependents, VA, current edition
SBP Survivor Benefit Plan Counselor's Guide, current edition
Preseparati on Gui de, NAVMC 2916

Handbook for Veterans Benefit Counsel ors, VA, (Handbook
H 27-73-1)

Marine Corps Casualty Assistance Calls Package, 1770, MHP-10
Information for Survivors of Retired Personnel, NMHP-10

Quide for Service Oficers Veterans Benefits, VFW current
edition

Personal Financial Guide for MIlitary Personnel, United Services
Li fe I nsurance Conpany, current edition

Enli sted Perceptions of MIlitary Retirenent, FRA (booklet)
Mar keting Yourself for a Second Career, TROA (bookl et)

Hel p Your Wdow While She's Still Your Wfe, TROA (panphlet),
February 1989

Menber Services Handbook and Personal Log, Navy Miutual Aid
Associ ation (booklet), current edition

Consuner s Resour ce Handbook, current edition

How t o Cover the Gaps in Medicare, Econom c Education Bulletin,
Al'l About Medicare, National Underwiters, current edition
Soci al Security Manual, National Underwiters, current edition

Fundanmental s of Navy Relief Assistance, Navy-Marine Corps Relief
Soci ety booklet, current edition
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Nati onal Directory of Retirenent Facilities, Oyx Press, current
edi tion

Cat - 6, The Space Avail abl e Handbook, Travel masters, Inc., 1750 K
Street, NW#510, Washington D.C. 20006, 1996

Mlitary Rel ocation and Facilities Guide, Protocol QGuides, Inc.,
nost recent edition

U. S. Congress Handbook, current edition
DoD Tel ephone Book
Local and area mlitary installation tel ephone books

Local agency directories - United Way, Navy and Mari ne Corps
Rel i ef Society, State Medicare and O der Adult services.

Publicati ons of the Anerican Association of Retired Persons
[AARP)

A Guide for Mlitary Separation or Divorce, Ex-pose, Ex-partners
of Servicenen/ Wnen for Equality

Soci al Security:
Cruci al Questions & Strai ght Answers, D13640

Pl anni ng Ahead, D14579

Maki ng Wse Decisions for Log-Term Care, D12435 Before You Buy -
A Guide to Long-Term Care | nsurance, D12893

Tonorrow s Choices, D13479
Pl anning for Your Retirenent, D12322

Medi care Practice Manual and Annual Update, D14236 and D14766,
Your Hone, Your Choice, D12143

Retirenent Cones of Age, Anmerican Society on Aging



Directory of State Units on Aging

Many State Agencies on Aging have established statewide toll-free

t el ephone nunbers for aging-related information and referral. Illinois
recently inplenmented a national toll-free nunber so care givers living in
other states can |locate services for relatives living within Illinois. Mny

states al so have special hot lines for problens related to nursing hones,
el der abuse, and Al zhei ner's di sease.

The following directory lists the tel ephone nunbers for the State Agency
on Aging, state or national toll-free nunbers, and special hot line. If no
toll-free nunber is available, contact the State Agency on Agi ng.

ALABAMA CALI FORNI A FLORI DA

COVW SSI ON ON AGQ NG DEPARTMENT OF AGQ NG PROGRAM OFFI CE OF AG NG
770 Washi ngton Avenue 1600 K Street AND ADULT SERVI CES
Suite 470 Sacr anent o, CA 95814 Dept of Health and

Mont gonery, AL 36130 (916) 322-5290 Rehabilitative Services
(205) 242-5743 Hot Line/Long Term Care 1317 W newood Bl vd
Information and Referral In State: (800) 231-4024 Tallahassee, FL 32301

In State: (800) 243-5463 (904) 488-8922

Hot Li ne El der Abuse
(800) 96- ABUSE

ALASKA COLORADO GEORG A

OLDER ALASKANS COWM SSI ON AG NG AND ADULT SERVI CES OFFI CE OF AQ NG

Dept of Administration Dept of Social Services 878 Peachtree Street, NE
Pouch C Mail Station 0209 1575 Sherman St., 10th FI Room 632

Juneau, AK 99811-0209 Denver, CO 80203 Atl anta, GA 30309

(907) 465-3250 (303) 866-3851 (404) 894-5333

ARl ZONA CONNECTI CUT HAWAI |

AG NG AND ADULT ADM N. DEPARTMENT ON AG NG EXECUTI VE OFFI CE ON AG NG
Dept of Economic Security 175 Main Street O fice of the Governnent
1400 W Washington Street Hartford, CT 06106 335 Merchant Street
Phoeni x, AZ 85007 (203) 566-3238 Room 241

(602) 542-4446 Information and Referral Honolulu, H 96813

Nort hern Arizona: In State: (800) 443-9946  (808) 548-2593

(800) 352-3792 Qut of State:

Sout hern Ari zona: (800) 566-7772

(800) 362-3471

ARKANSAS DELAWARE | DAHO

DI VI SI ON OF AG NG AND DI VI SION ON AQ NG COW SSI ON ON Ad NG
ADULT SERVI CES Department of Health and 700 W Jefferson, Room 108
Dept of Human Services Soci al Servi ces P. O Box 83720

P.O Box 1417, Slot 1412 1901 North Dupont H ghway Boise, |D 83720 0007
Donaghey Pl aza South New Castl e, DE 19720 (208) 334-3833

Little Rock, AR 72201 (302) 421-6791

(501) 682-2441 In State: (800) 223-9074

A-3-1



ILLINO S

DEPARTMENT ON AG NG

421 East Capitol Avenue
Springfield, IL 62701
(217) 785-2870
Informati on and Referral

Hot Line Nursing Hone
In State: (800) 151-4343
| NDI ANA

CHO CE/ HOVE CARE SERVI CES
Dept of Human Services
251 N. Illinois Street
P. 0. Box 7083

I ndi anapolis, IN 46207
In State: (800) 545-7763
Hot Line Nursing Home

In State: (800) 622-4484
Adul t Abuse

In State: (800)

| OMNA
DEPT OF ELDER AFFAI RS
236 Jewett Buil di ng

914 Grand Avenue

Des Moines, IA 50319
(515) 281-5187

I nformati on and Referral
In State: (800) 532-3212
Al zheinmer's

In State: (800)

KANSAS

DEPARTMENT ON AGQ NG
Docking State O fice Bl dg
915 S.W Harrison Road
Room 150 Sout h

Topeka, KS 66612
Informati on & Referral

In State: (800) 432-3535

992- 6978

675- 8665

KENTUCKY

DIV OF AG NG SERVI CES
Human Resources

CHR Bui | di ng

275 East Main Street
Frankfort, KY 40621

(502) 564-6930

Hot Line Long Term Care:
In State: (800) 372-2991

LQOUI SI ANA

OFFI CE OF ELDERLY AFFAI RS
4550 N. Boul evard

2nd Fl oor

P. 0. Box 80374

Bat on Rouge, LA 70806
(504) 925-1700

MAI NE

BUREAU CF ELDER AND ADULT
SERVI CES

Dept of Human Services
State House Station #11
Augusta, ME 04333

(207) 624-8000

MARYLAND
OFFI CE ON Ad NG
State Ofice Building
301 W Preston St RM 1004
Balti nore, MD 20201
(301) 225-1100
Informati on & Referral
In State: (800) AGE-DIAL

MASSACHUSETTS

EXECUTI VE OFFI CE ON ELDER
AFFAI RS

38 Chauncy Street

Boston, MA 02111

(617) 727-7750

In State: (800) 882-2003
TDD (800) 827-0166

Al zhei mer' s (800) 351-2299
El der Abuse (800)922-2275

M CHI GAN

OFFI CE OF SERVICES TO
THE AGQ NG

P. 0. Box 30026
Lansing, M 48909
(517) 373-8230
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M NNESOTA

BOARD ON AG NG

444 Laf ayette Road

St. Paul, M\ 55155

(612) 296-2770

I nformati on and Referral
In State: (800) 882-6262
Hot Line Long Term Care

In State: (800) 657-3591

M SSI SSI PPI
DI VI SI ON OF Ad NG AND
ADULT SERVI CES

421 Pascagoul a Street
Jackson, Ms 39203

(601) 949-2070
Governor's Service Line
In State: (800) 222-7622
Hot Li ne Personal Care
Conpl ai nts: (800) 227-7308

M SSOURI

Dl VI SI ON ON AG NG

Dept of Social Services
P. 0. Box 1337-615
Howerton Court Suite
Jefferson GCity, MO 65102
Information & Referral

In State: (800) 235-5503
El der Abuse/ Negl ect Hot
Li ne: (800) 392-0210

MONTANA

GOVERNOR S OFFI CE ON
AGQ NG

State Capitol
Room 219

Hel ena, MI 59620

(406) 444-3111

Informati on & Referral
In State: (800) 332-2272

Bui | di ng

NEBRASKA

DEPARTMENT ON AQ NG
P. O Box 95044

301 Centennial Mall

Li ncol n, NE 68509

Sout h

(402) 471-2306



NEVADA

DV OF AGd NG SERVI CES
Dept of Human Resources
340 North 11th St

Suite 203

Las Vegas, NV 89101
(702) 486- 3545

El der Care Hel p Line:

In State: (800) 372-2991
or AGED- NEV

NEW HAMPSHI RE
DI VI SION OF ELDERLY AND
ADULT SERVI CES
6 Hazen Drive
Concord, NH 03301
(603) 271- 4680
I nformati on and Referral
In State: (800) 852-3345

NEW JERSEY

DI VI SION ON AQ NG

Dept of Conmunity

Af fairs CN807

S Broad and Front Street
Trenton, NJ 08625

(609) 292-4833

I nformati on and Referral
In State: (800) 792-8820

NEW MEXI CO

STATE AGENCY ON AG NG
224 East Pal ace Avenue
4t h Fl oor

La Villa Rivera Building
Santa Fe, NM 87501
(505) 827-7640

I nformation and Referral
In State: (800) 432-2080

NEW YORK

OFFI CE FOR THE AG NG
New York State Plaza
Agency Bui l di ng #2

Al bany, NY 12223

(518) 474-4425
Information and Referra
In State: (800) 342-9871

NORTH CAROLI NA

DI VI SION OF AG NG

693 Pal mer Drive

Ral ei gh, NC 27603

(919) 733-3983

I nformati on and Referral
State Care Line:

In State: (800) 662-7030

NORTH DAKOTA

AG NG SERVI CES

Dept of Human Services
State Capitol Building
Bi smarck, ND 58505
(701) 224-3983

Informati on and Referral
In State: (800) 474-2622

OH O

DEPARTMENT OF AG NG
50 West Broad Street
Col unmbus, OH 43266
(614) 466-5500

Nur si ng Hone Conpl ai nt
Li ne: (800) 282-1206

OKLAHOVA

AG NG SERVI CES DI VI SI ON
Dept of Human Services
P. 0. Box 24352

Ckl ahoma City, OK 73125
(405) 521-2327
El der Abuse Hot |ine

In State: (800) 522-3511

OREGON

SENI OR AND DI SABLED
SERVI CES DI VI SI ON

313 Public Service Bldg
Sal em OR 97310

(503) 378-4728

Informati on and Referral
In State: (800) 232-3020
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RHODE | SLAND

DEPT OF ELDERLY AFFAI RS
160 Pine St
Provi dence, Rl
(401) 277-2858
I nformati on and Referral
In State: (800) 322-2880

02903

SOUTH CAROLI NA

COVM SSI ON ON AG NG

Sui te B-550

400 Arbor Lake Drive

Col unbi a, SC 29223

(803) 735-0210

I nformati on and Referral
In State: (800) 922-1107
Col unbi a: (803) 777-5732

SOUTH DAKOTA

OFFI CE OF ADULT SERVI CES
AND AG NG

700 North Illinois Street
Knei p Buil di ng

Pierre, SD 57501

(605) 773-3656

I nformati on and Referral

In State: (605) 975-2222

TENNESSEE

COWVM SSI ON ON AGQ NG
Suite 201

706 Church Street
Nashville, TN 37243
(615) 741-2056

TEXAS

DEPARTMENT OF AQ NG

P. 0. Box 12786 Capitol
Station 1949 IH 35, South
Austin, TX 78741

(512) 444=2727

Informati on and Referral
In State: (800) 252-9240



PENNSYLVANI A
DEPARTMENT OF AG NG

VST VIRG NI A
COW SSI ON ON AG NG

231 State Street Holly Grove - State
Harrisburg, PA 17101 Capi t ol
(717) 783-1550 Charl eston, W/ 25305

Al zhei mer's Hot Line (304) 348-3317

In State: (800)367-5115 Informati on and Referral
Fraud and Abuse Hot Line In State: (800) 642-3671
In State: (800) 992-2433

UTAH W SCONSI N

AG NG AND ADULT SERVI CES BUREAU OF AGQ NG

Dept of Social Services Div of Comunity Services
120 North - 200 West 217 South Hamilton Street
Box 45500 Suite 300

Salt Lake City, UT 84145 Madi son, W 53707

(801) 538-3910
Hot Line Services

(608) 266- 2536
Long Term Care Orbudsman

(800) 662-3722 In State: (800) 242-1060
Ut ah Legal Services VEDI GAP C ai ns:

(800) 662-4245 In State: (800) 362-7221
VERMONT WYOM NG

COVM SSI ON ON AG NG

Hat haway Bl dg, Room 139
Cheyenne, W 82002
(307) 777-7986

I nformati on and Referral

AG NG AND DI SABI LI TI ES
103 South Main Street

Wat er bury, VT 05676
(802) 241-2400

Hot Line/El derly Access

In State: (800) 642-5119 In State: (800) 442-2766
VI RG NI A DI STRI CT OF COLUMBI A
DEPARTMENT FOR THE AG NG OFFI CE ON AG NG

700 Centre, 10th Fl oor 1424 K Street, N W

700 East Franklin Street 2nd Fl oor

R chnond, VA 23219 Washi ngton, D.C. 20005

(804) 225-2271

Informati on and Referral
In State: (800) 55AG NG
Nur si ng hone Conpl aints

(202) 724-5626

In State: (800) 552-3402

WASHI NGTON GUAM

AG NG AND ADULT SERVICES DI VISION OF SENI OR

Social & Health Services ClTIZENS

OB- 44A Dept of Public Health and

Soci al Services
Gover nnment of Guam
P. 0. Box 2816
Agana, Guam 96910

dynpia, WA 98504

(206) 586-3768

Informati on and Referral
In State: (800) 422-3263
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NORTHERN MARI ANA | SLANDS
OFFI CE OF AG NG

Dept of Conmunity and

Cul tural Affairs

Civic Center - Susupe
Sai pan, Northern Mariana
I sl ands 96950

M CRONESI A

DEPT OF HUMAN RESOURCES
Kol oni a, Pohnepei

FM 96941

(691) 320-2733

REPUBLI C OF PALAU
AGENCY ON AG NG
P. 0. Box 100

Kor or, PW 96940

VI RG N | SLANDS

SENI OR CI Tl ZENS AFFAI RS
Dept of Hunman Services
#19 Estate D anpond
Frederi ckst ed

St Croix, VI 00840

(809) 772-4950 Ext. 46

PUERTO RICO

GOVERNMENT OFFI CE FOR
ELDERLY AFFAI RS
Corbian Plaza Stop 23
Ponce De Leon Ave #1603
UM Ofice C
Santurce, Puerto Rico
00902

(809) 721-5710

(AMERI CAN) SAMOA

TERRI TORI AL

ADM NI STRATI ON ON AGQ NG
Ofice of the Governor
Pago Pago, American Sanpa
96799

011 (684) 633-1252



A M ssi on:

Separation and Retirenent Branch
( MVBR)

To provide efficient processing of requests for
retirenment and transfer to the FMCR

Adm ni strative Section (MVBR-1)
DSN 224- 1735/ 1737

Retirement Section (MVBR-2)
DSN 224-2454- 4629

Separati on Section ( MVBR-3)
DSN 224- 1288/ 3288

Di sability Section (MVSBR-4)
DSN 224- 2651/ 2091

I nacti ve Reserve Section (MVBR-5)
DSN 224- 1736/ 3100

Retired Activities Section (MVBR-6)

M ssi on: To provide informati on and assi st ance
regardi ng benefits and entitlenents to
Retired Marines, their dependents,
survivors and former spouses.

Functi ons:

1. Adm ni ster Survivor Benefit Pl an,
Reserve Conponent Survivor Benefit Pl an,
and Suppl enental Survivor Benefit Pl an
excl usi ve of pay functions.

2. DEERS I dentification Card, update and
validate eligibility determ nation for
retirees.

3. Publ i sh "Senper Fi" and NAVMC 2642,
Mari ne Corps Retirenment Cuide.

4. Li aison with the SecNav Retiree Council

5. Process Retirees request for foreign
enpl oynent .



6. Pre-separation and Pre-retirenent

Counsel i ng.

Tol |l Free Phone
Commer ci al

DSN

FAX

1- 800- 336- 4649
703-614- 1031/ 1901
224-1031/ 1901/ 1958
703-614- 4400

Retired List M ntenance and Support Section

(MVBR- 7)

DSN 227- 2045/ 2059, 1- 800- 715-0968.
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APPENDI X B
VOLUNTEER PACKAGE

LETTER OF APPO NTMENT RETI RED ACTI VI TI ES OFFI CE
DI RECTOR

LETTER OF APPO NTMENT RETI RED ACTI VI TI ES OFFI CE
VOLUNTEER

RETI RED ACTI VI TI ES OFFI CE VOLUNTEER STATEMENT
OF UNDERSTANDI NG

RETI RED ACTI VI TI ES OFFI CE VOLUNTEER APPLI CATI ON

VCOLUNTEER | NTERVI EW QUESTI ONNAI RE FOR RETI RED
ACTI VI TI ES OFFI CE

VOLUNTEER JOB DESCRI PTI ON
RETI RED ACTI VI TI ES OFFI CE: STATEMENT OF CONFI DENTI ALI TY



LETTER OF APPO NTMENT
RETI RED ACTI VI TI ES OFFI CE DI RECTOR

From Commandi ng Gener al / Commandi ng O ficer,
To: Nanme, Rank, SSN Branch of Service (Ret)
Subj : LETTER OF APPO NTMENT

Ref : la) SECNAVI NST 5420. 169H
'b) MCO 5760. 3D

1.  You are hereby appointed as the Volunteer Director of the

Retired Activities Ofice, (installation) per reference (a). As
a volunteer you will play a vital role in ensuring that mlitary
retirees and their famlies remain an honored part of the

"Mlitary Fam |ly". By assisting them you will help foster that

speci al bond that exits anong those who have dedi cated t hensel ves
to the honorable service to their country and mlitary services
t hensel ves.

2. As the Retired Activities Ofice Director your
responsibilities will be many and varied. You can expect to be
asked to help in many areas affecting the needs of mlitary
retirees, their famly nmenbers and survivors of mlitary
retirees. These many areas i ncl ude:

e Referring mlitary retirees and their famly nenbers
to avail able services on this installation as well as
services available in the local community.

e Providing information regarding benefits and
entitlements for which mlitary retirees and their
famly nmenbers are eligible.

¢+ Assisting mlitary retirees and their famly nmenbers
solving problens relating to; casualty affairs, nedica
care, mlitary pay and other mlitary benefits to which

they nmay be entitl ed.

3. As the Retired Activities Ofice Director, your duties wl]l
al so include various organi zati onal and adm ni strative functions

i ncluding the foll ow ng:

e Recruiting, training, supervising and assi sting
Retired Activities Ofice Volunteers appoi nted by
the Director, Famly Service Center.

e Miintaining records pertaining to the Retired
Activities Ofice at (installation).
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Subj : LETTER OF APPO NTMENT

* Advocating for the needs of mlitary retirees and
their famly nenbers in conmttees on the
installation and the |ocal communities.

« Planning and executing Retired Marines Luncheons or
ot her assenbly of mlitary retirees in the |ocal area
in accordance with reference (b).

4 As the Retired Activities Office Director you will report to
me via the Director, Famly Service Center. | wll nmaintain
operational control of the Retired Activities Ofice at
linstallation) through the Director, Fanily Service Center. The
Fam |y Service Center will provide you with adm nistrative,

| ogi stic and financial support as required. You wll be
responsi ble for providing the Director, Fam |y Service Center
with a budget and materials requirenent subm ssion.

5. As the appointed Director, Retired Activities Ofice, | ask
that you read the attached "Statenment of Understanding"” and if
there are no questions, please sign it and return it to the
Director, Famly Service Center as soon as possible.

6. It is nmy pleasure to welcone you to (installation) Retired

Activities Ofice Program | look forward to having you as a
menber of our team

Si gnat ure Dat e
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Guest


Letter of Appoi nt nent
Retired Activities O fice Vol unt eer

Dat e

Dear (Nane of RAO Vol unt eer)

Congrat ul ati ons on your selection as a Volunteer for the Retired
Activities Ofice (RAO at (installation). As an RAO Vol unt eer
you will play a vital roll in assisting the retired mlitary
menbers and their famlies of the community surroundi ng our
installation.

Wiil e a Vol unteer, your responsibilities will be many and vari ed
and you can be expected to help in many areas of retiree
concerns. These many areas i ncl ude:

* Referring mlitary retirees to avail abl e services
on this installation as well as services avail able
in the [ocal community.

* Providing information regardi ng benefits to which
mlitary retirees and their famly nmenbers are
entitled.

* Assisting mlitary retirees with solving many
problens relating to: casualty affairs, nedica

care, mlitary pay and other mlitary benefits to
whi ch they may be entitl ed.

All of these activities are inportant and help ensure the Retired
Mlitary Community access to their many and varied benefits. You
are assured that the RAO Director will assist you in the

per f ormance of your associate activities and hel p ensure you
receive the training you need to performthem successfully.

As a Volunteer | ask that you read the attached Statenent of
Understanding-' and, it there are no questions please sign it and
return it to the RAO Director.

Again, it is ny pleasure to welconme you to (installation) RAO
Program | look forward to having you as a nenber of our teamn

Signed
(Director, FSQC)



Guest


Retired Activities Ofice Vol unt eer
St at enent of Under st andi ng

DATE

| understand that ny service as a Retired Activities Ofice (RAO

Vol unteer for (installation) wll comence effective (enter
effective date). | understand that ny service as an RAO

Vol unteer will be performed on a gratuitous basis, i.e., wthout
conpensati on. Any rei nbursenent for incidental expenses wll be

subject to the availability of funds and the installation
conmmander s di scretion

| understand, that as an RAO Volunteer, | will not be considered

to be a Federal enployee for any purpose other than the Tort

Cl ains provisions of Chapter 171 of Title 28, U S. Code, and for

the purpose of relating to the conpensation for work rel ated

i njuries provided under Chapter 81 of Title 5, U S. Code. | also
under stand that service as a RAO Vol unteer does not entitle ne to
further enploynment with a Federal organi zation or agency.

| understand that, as an RAO Vol unteer, the personal information
provided nme on the Retirees and their famlies is, and wll be,
protected by the provisions of the Privacy Act of 1974. |
understand that the personal information | have been provided
will be used only in the official execution of those tasks
relating to RAO matters.

| understand that as an RAO volunteer, | will hold nyself to the
hi ghest standards of confidentiality. | understand that issues
pertaining to the retirees and their famlies will be discussed

only with those individuals directly as having the "need to
know'.

(Si gnat ure of RAO Vol unt eer/ Dat e)



RETI RED ACTI VI TI ES OFFI CE
VOLUNTEER APPLI CATI ON

Name Date of Birth
Address
(Street) (City) (Zip)
Home Telephone ( ) Work Telephone ( )
Education Level: High School Diploma/Equivalent: Yes_ _ No_

Some College (Specify)
College Degree (Specify)
Advanced Degree (Specify)

Do you hold any licenses or certifications?

Military Service: Branch Active Reserve

Work experience:

Volunteer experience:

Hobbies and special interests:
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VOLUNTEER APPLICATION (continued)
What would be an ideal job for you?

Do you have any health restrictions?

How much time do you have available for volunteering here?

Any preferred days or hours?

How did you hear of our need for volunteers?

Person to be notified in case of emergency:

(Name)
(Relationship)

(Address)
(Telephone)

PRI VACY ACT STATEMENT

This statenment is provided in conpliance with the provisions of
the Privacy Act of 1974 (PL 93-579) which require that federal
agencies nmust informindividuals who are requested to furnish
i nformati on about thenselves as to the follow ng facts:

1. AUTHORITY: Title 10 and 37 USC

2. PRINCI PAL PURPCSE(S): To assign you duties as a Retired
Activities O fice volunteer at the Fam |y
Service Center

3. ROUTINE USE(S): In addition to the principal purpose(s), your
informati on may be used for one or nore of the "routine uses'
applicable to all Privacy Act systens of records.

4,  NMANDATCRY OR VOLUNTARY DI SCLOSURE: Vol untary. You need not

di scl ose any information to us; however, failure to provide this
information will prevent us from being able to assign you duties
as a volunteer in Marine Corps Retired Activities Ofice Program
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Vol unteer Interview Questionnaire Form
Retired Activities Ofice

RAO Location

Name of person being interviewed:

1. Tell me a little bit about yourself:

2. What previous positions have you held?

3. What tasks/assignments do you prefer to be responsible for as
a volunteer?

4. How have you acquired the skills necessary to accomplish
these tasks/responsibilities?

5. Please tell me about any paid positions you have held?

6. Describe a situation in which you took the initiative to do
something which had positive results for an organization or
for others.
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10.

11.

12.

13.

14.

Do you prefer filling an existing job where forms are already
designed and procedures are set or a new job where you must
establish the procedures design supporting forms.

Describe your knowledge of the Chain of Command.

A volunteer position often requires expert oral and written
communication skills. How would you describe your
communication skills? Do you have experience interviewing?

What experience do you have in giving briefings and
presentations to large/small groups or individuals?

Why are you looking for a volunteer position?

What rewards do you anticipate from volunteering?

How many hours/days a week would you like to volunteer?

What days do you prefer?
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VOLUNTEER JOB DESCRI PTI ON

PROGRAM Retired Activities Ofice
JOB TITLE: Retired Activities Ofice (RAO Vol unteer

MAI N DUTIES: Assist the Director of the Retired Activities _
Ofice by advising mlitary retirees, w dows, spouses, and active
duty personnel about mlitary retiree benefits, entitlenents and
concerns.

SKILLS REQUI RED:  Know edge of current policy and issues relevant
tomlitary retirees. Be able to research resources and provide
specific informati on about benefits and entitlenents and the
docunent ati on needed to claimthose benefits. Be capabl e of
conmmuni cating with people froma broad range of backgrounds, many
of whom nay be el derly.

TRAI NI NG PROVI DED: Ext ensi ve on the job training plus provision
of relevant publications, instructions, and periodicals for
sel f-education

TI ME COW TMENT REQUI RED: Request one shift per week, negoti able.

SUPERVI SOR

ADDRESS: TELEPHONE



RETI RED ACTI VI TI ES OFFI CE
STATENMENT OF CONFI DENTI ALITY

As a condition of being involved with persons seeking assi stance
fromthe (installation) Retired Activities Ofice, |, agree to
keep confidential any information shared with nme and an
information to which | have access in the performance o

duties within the limts of the Privacy Act of 1974 and ot her
appl i cabl e aws and regul ations. | understand that information
concerning retired nenbers, their famlies and survivors shal

not be released to other agencies or persons without the witten
perm ssion of those involved. | further understand that if in
the course of neeting with a client, the client starts to discuss
issues of crimnal acts or threats of harmto self or others,
must advise the client of ny obligation to report this
information to the proper authority. | recognize that the

unaut hori zed rel ease of confidential information is grounds for
term nation of ny services.

Vol unteer's Signature

VOLUNTEER UNDERSTANDI NG

| understand that, as a volunteer, | wll not receive financial
remuneration for ny volunteer services.

Vol unteer's Signature


Guest

Guest


APPENDI X C

SAVPLE RAO FORMS
RETI REE NEEDS ASSESSIVENT
CLI ENT CONTACT FORM RETI RED ACTI VI TI ES OFFI CE
SAMPLE: VOLUNTEER TRAI NI NG CHECK LI ST
VOLUNTEER TI ME SHEET
VOLUNTEER LI ST: RETI RED ACTI VI TI ES OFFI CE
ACTI VE CLI ENTS FI LE FORM RETI RED ACTI VI TI ES OFFI CE
RAO VOLUNTEER FORM RETI RED ACTI VI TI ES OFFI CE
RECORD OF PERSONAL AFFAI RS
PERSONAL AFFAI RS QUESTI ONNAI RE

RECORD OF EMERGENCY DATA



RETI REE NEEDS ASSESSIVENT

Status ENL-RET OFF-RET FAM MEM

Gender Male Female

Age < 40 40-44 45-50
51-54 55-60 61-64
65-70 71-74 75-80
80-84 85-90 Above 90

Which installation facilities do you use on a regular basis?

Hospital/Clinic Commissary
Exchange Club
Theater - Other (specify)

Family Service Center

Have you attended an annual retiree seminar or Health Fair?

Yes No

If not, why not?
Inconvenient time Insufficient notice
Too far away Other

Which time of the year would you prefer for the retiree
seminars to be held?

Would you participate in a mentoring/networking employment
assistance program for other military retirees?

Yes No

Have you ever consulted the RAO?

If yes, for what service?

What other services would be beneficial?

Are you interested in volunteering at the RAO?

Yes No

NAME PHONE
(optional) (optional)




CLI ENT CONTACT FORM
RETI RED ACTI VI TI ES OFFI CE

TIME/DATE:

CIRCLE ONE: PHONE WALK-IN ' - OTHER

NAME SSN RANK/SERVICE

SPOUSE DATE RETIRED # OF YEARS
ADDRESS: STREET MEDICAL YES NO
CITY STATE ZIP PHONE

REASON FOR CONTACTING RAO:

NOTES:

REFERRALS PROVIDED:

FINAL SOLUTION:

FOLLOW-UP:

DATE FILE CLOSED:




Sampl e
VOLUNTEER TRAI NI NG CHECK LI ST

Subj ects that affect retirees and survivors are nunerous and

varied.  The indoctrination training conducted here is actually
“fam liarization.” You cannot "learn" everything you need to
know in a matter of hours. Rather, you will be "introduced" to

the tools you need to assist your custoners. At a mninmum the
vol unteer(s) conducting the "introduction” should cover the
fol | ow ng:

Subj ect Initials of Trainer

Pur pose of RAO

Unit 1 - CGeneral Ofice

Unit 2 - Ceneral

Unit 3 - SBP Desk Guide

Use of ROLODEX

Fil e Cabi net Contents

Phone System

Long Distance Calls Log

Loggi ng Hours on Tinme Cards
Logbook/ stati stical Systenms O her

It is also recormended that the "trainee" review an old | og book
to becone famliar with the types of inquiries nade by custoners

and the action taken on those requests.

A sound training programw ||l help nake the volunteer effort a
rewar di ng experience for the volunteer and the RAO custoners.
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Volunteer:

VOLUNTEER TI ME SHEET

Month of:

Supervisor:

TIME

MON

TUE

WED

THU

FRI

SAT

HOURS




VOLUNTEER LI ST
RETI RED ACTI VI TI ES OFFI CE

RAO LOCATI ON:

NAME

ADDRESS

vTELEPHONE

SERVICE
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Guest


ACTI VE CLI ENT FI LE FORM
RETI RED ACTI VI TI ES OFFI CE

RAO LOCATI ON

DATE

NAMVE OF CLI ENT

LATEST ACTIVITY

PRQIECT COMPLETI ON
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Guest


RAO VOLUNTEER FORM
RETI RED ACTI VI TI ES OFFI CE
RAO LOCATI ON

PGSI TI ON HELD ADDRESS PHONE NUMBER
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Guest


RECORD OF PERSONAL AFFAI RS

(First) (Middle) (Last)

(Rank or Rate) (Branch of Service)

(Date/Type Retirement/Transfer to Retired List/Fleet Reserve)

Disability: (if any, indicate details including percentage, etc.)

PERSONAL RECORD:

1. Place and date of birth

2. Naturalization (if applicable)

(Month, Day, Year)

by
Designation, location of court granting naturalization)
3. Parents' names:
Father
(First) (middle) (Last)
Date and Place of Birth
Mothex
(First) (middle) (Last)
Date and Place of Birth
4. Your Marriage(s):
To whom
(First) (Middle) (Last)
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Place and Date

(Town) (State) (Month, Day, Year)
To_whom
(First) (Middle) (Last)

Place and Date

(Town) (State) (Month, Day, Year)

5. Children (full name, place and date of birth; if living apart
from parent list address - minors indicate name of guardian)

6. Name and address of personal lawyer or trusted friend who may
be consulted in regard to my personal or business affairs:

(Name of lawyer or friend)

(Street) (Town) (State Zip Code)
FAMILY RECORDS LOCATION:
1. Birth certificates or other proof of date of birth of self

and of each member of immediate family (required by insurance
companies and Social Security Administration).
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2. Naturalization papers (if not born in United States)

3. Marriage certificate (necessary in order to establish claim
for certain payments and benefits and in connection with the
will, also social security and Depart. VA benefits).

4. Divorce decree, death certificates, or certified copies
thereof (in case of either spouse).

MILITARY SERVICE PERSONNEL FILE LOCATION:

1. Retirement Orders, Transfer to the Fleet Reserve Certificate,
DD-214, Discharge Orders, etc.

OTHER IMPORTANT PAPERS:
1. Will.
I have executed a will I have not executed a will

a. Location of the Will

b. Lawyer's name and address

C. Executor's name and address
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2. Power of attorney.
I have executed a power of attorney I have not

Executed a power of attorney dated

(Month, Day Year)

naming

(Agent or attorney in fact)

(Address)
3. Income tax.

Copies of my Federal income tax returns and related papers
are located at:

Copies of income tax returns and related
(Name)

papers are located at

(Name of State)
4. Other taxes.

Copies of income tax returns and related

papers are located at

(Property, etc.)

INSURANCE:

1. I have the following types of insurance:

Government Commercial Both

2. Insurance Company Policy Number Amount Payment Option

3. The policies are located at

4. Premium receipts are located at

~
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5. 1 have insurance coverage by Professional, Fraternal or Trade
Association: (such as Navy Mutual Aid, Railroad Retirement, etc.)

a. MAssociation and address

b. Policy Number , Amount of Insurance

Add in manner similar to above, pertinent information thought
necessary regarding property, accident, liability, or other
protection you may have.

ANNUITIES (RETIRED SERVICEMAN'S FAMILY PROTECTION PLAN, SURVIVOR
BENEFIT PLAN, CIVIL SERVICE, ETC.):

1. Annuities are payable as follows:

Government Commercial Both

2. Retired Serviceman's Family Protection Plan and/or Survivor
Benefit Plan payable as follows:

a. Payable to

b. Address_

3. Other annuity

(Name of organization)

a. Payable to

b. Address

4. Papers located at

SOCIAL SECURITY DATA:

1. Social Security Number
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2. Location of social security card or stub

3. Social security tax payments have been made

(List Years)
4. Location of up-to-date employment record, including place and
type of work in each case:

PROPERTY OWNERSHIP OR INTEREST THEREIN HELD INDIVIDUALLY, JOINTLY
WITH SPOUSE, JOINTLY OR IN COMMON WITH ANOTHER:

1. Real estate located at

a. Title is in the name or names of

b. The property is encumbered by a

(Mortgage, Trust, Deed)
held by

c. Taxes on the property are paid to and including the year

d. The property is insured with

(Insurance company)
e. Policy Number against
(Fire, damage, etc.)

f. Amount

g. The papers are located at (location of deed, abstract,
mortgage, insurance contract, and other papers:

2. Add as many other entries as may be required to complete
record as to each piece of real estate in which you have an
interest.
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3. Automobile record.

a.

(Make) (Model) (Year)

b. Under dated

(Month, Day, Year)

(State)

C. The.automobile is insured with

(Insurance Company)

(Policy Number)

Automobile papers are located at

Personal property (in manner similar to above, add any
information thought advisable concerning other large items of
personal property owned, such as a boat, machinery, livestock,
goods in storage, etc.).

BANK ACCOUNTS:

1. Type of account

(Checking or saving; joint or individual)

located in

(Name and location of bank)

2. Add as many similar as may be required to show all bank
accounts.

SAFE DEPOSIT BOX:

1. Name of bank or trust company

Address

2. Location of Key

UNITED STATES WAR OR SAVINGS BONDS:
1. Location

2. Person designated as
(Co-owner) (Beneficiary)
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PERSONAL AFFAI RS QUESTI ONNAI RE

DO YOU HAVE OR KNOW VWHERE TO FI ND THE FOLLOWN NG W THOUT HAVI NG TO
ASK YOUR SPOUSE:

L
2.

10.

11.

12.
13.

14.

15.
16.
17.
18.
19.
20.

YOUR Bl RTH CERTI FI CATE?
YOUR SPOUSE' S Bl RTH CERTI FI CATE?
YOUR MARRI AGE LI CENSE OR CERTI FI CATE?

Dl VORCE DECREES OR DEATH CERTI FI CATES REGARDI NG ANY PRI OR
MARRI AGES?

REAL AND PERSONAL PROPERTY TAX RECElI PTS FOR LAST YEAR?
| NCOVE TAX RECEI PTS FOR PAST 4 YEARS?

YOUR SOCI AL SECURI TY NUMBER?

YOUR SPOUSE' S SOCI AL SECURI TY NUMBER?

WHERE YOUR SPOUSE KEEPS THE LI FE | NSURANCE POLI CI ES?

LI ST OF LI FE I NSURANCE POLI CI ES ON SPOUSE' S LI FE, | NCLUDI NG
GROUP | NSURANCE THROUGH BUSI NESS AND OTHER SOURCES?

VHAT MEDI CAL, ACCI DENT, AND HEALTH | NSURANCE YOUR FAM LY
OMNS?

LOCATI ON OF YOUR SPOQUSE' S W LL?

NAME AND ACCOUNT NUMBERS OF ALL SAVI NGS AND CHECKI NG
ACCOUNTS?

ALL CREDI T CARDS, ACCOUNT NUMBERS, AND TELEPHONE NUMBERS TO
CALL?

DRI VER S LI CENSE NUMBERS AND STATE WHERE THEY WERE | SSUED?
APPROXI MATE FAM LY | NCOVE FOR LAST YEAR?.

LOCATI ON NUMBER OF SAFE DEPCOSI T BOX?

LOCATI ON OF SAFE DEPOSI T BOX KEYS AND WHO HAS ACCESS?
LOCATI ON OF SERVI CE MEMBER S DD FORM 2147

VWHO TO CONTACT I N EVENT OF THE DEATH OF A FAM LY MEMBER?
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Record of Energency Data

Sponsor's Name (Last, First Middle):

Social Secuity Number:

Spouses Name:

Address:

DOB (MM/DD/YY) :

Child(ren) 's Name/Address/DOB (MM/DD/YY)

Father's Name, Address

Mother's Name, Address

Pay Arrears Bencficiary(ics):
Name/Address:

Relationship:

Insurance Company (ies}:
Name/Address/Policy Number:

PNOK Telephone Number:

(area code & relationship)

Home Telephone Number:

(include area code)

Signature of Sponsor/Date Signed:

Mail Completed RED to: Commandant of the Marine Corps
Headquarters, U. S. Marine Corps (MMSR-7)
2 Navy Annex
Washington, DC 20380-1775
Telephone number, 1-800-715-0969
Fax number (703)614-4400
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APPENDI X D

ANNUAL RETI REE SEM NAR

SAMPLE SEM NAR PROGRAM
SAMPLE SEM NAR SCHEDULE

ANNUAL RETI REE SEM NAR EVALUATI ON FORM



Sanpl e Sem nar Program

MASTER OF CEREMONI ES

0800-0900 REGISTRATION/GETTING REACQUAINTED

0900-0905 ADVANCE THE COLORS
National Anthem (Please Stand)
Retire The Colors
INVOCATION - Chaplain

0905-0915 OPENING REMARKS - (name)

09215-1000 KEYNOTE SPEAKER - (name)

1000-1010 BREAK

1010-1130 SURVIVOR BENEFIT PLAN (SBP) - presenter
name (s) and affiliation(s)

1130-1300 LUNCH

1300-1400 MEDICAL SERVICES UPDATE - name(s) and affiliation(s)

1400-1445 VETERANS ADMINISTRATION - name and title

1445-1500 BREAK

1500-1530 DEFENSE FINANCE & ACCOUNTING SERVICE (DFAS)
name and title

1530-1545 EMPLOYMENT RESOURCES Transition Assistance
Management Program Manager

1545-1600 CLOSING REMARKS

EXH BI TS

Representatives fromthe foll ow ng organi zati ons coul d be present
to share informati on and answer questions: Fleet Reserve

Associ ation, The Retired Oficers Association, Anerican

Associ ation of Retired Persons, Area Agency on Agi ng (AAA)
Anerican Legion, Navy League of the United States, Mlitary
Living, National Mlitary Fam |y Associ ation, Veterans Center,
Arnmed Forces Hostess Associ ation, Anerican Red Cross and the

| ocal Job Service office.



SAMPLE SEM NAR SCHEDULE

Seminar Moderator:
name and title

0800

0930

0935

0940

0955

1015

1035

1050

1125

1130

1300

1330

1345

1400

1415

1430

1450

1500

1600

Refreshments and Getting Reacquainted Opportunity Visit
Information, Benefits and Service Booths, Displays, and
Participate in Health Fair Screening

Welcome name and title

Opening Remarks name , Installation Commander

Retiree Council Report

Legislative Update

Principal Speaker

Defense Finance and Accounting Service Update

Question and answer session

Announcements: Retired Activities Office,
Representative

Lunch

Medical Treatment Facility Update

Dental Clinic Update

Commissary Update

Morale, Welfare and Recreation Update

Retired Activities Office Program Update

Question and answer session

Closing Remarks

Continued Opportunity to visit Information, Benefits
and Service Booths, Displays, and Participate in

Health Fair Screening

Seminar Closing
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Annual Retiree Sem nar

Eval uati on
Help us to better meet your needs

1. Are you? military retiree surviving spouse
family member other
2. Is your Affiliation? Army . Navy
Marine Corps Air Force

Coast Guard

3. Could you spare a few hours a week helping other military retirees and
their family members in the Retired Activities Office? yes no. If
yes, please furnish your telephone number (s):

4. Please check the response you consider best for each of the following:
Excellent VeryGood Good Fair Poor

A. How well was the seminar organized? C i C C C
B. Aamount of information presented? C C - C C
C. Quality of information presented? C C o C c -
D. Usefulness of information provided? C C C [ C
E. Speakers responsive to audience? C C [ C C
F. Did the seminar met your expectations? C C C C C
5. What areas did you find most beneficial?

6. What areas did you find least beneficial?

7. What, if any, material would you like to see added (including,
tables/exhibits)?

8. What, if any, material would you like to see deleted (including
tables/exhibits)?

9. Did you feel you had enough time to visit tables/exhibits? Circle "yes" or
"no." If "no," any suggestions?

Please feel free to make additional comments on reverse
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APPENDI X E
FORVER SPOUSE | NFORMATI ON
FORVER SPOUSES' PROTECTI ON ACT: ELI G BI LI TY REQUI REMENTS
AND BENEFI TS

FORMER SPOUSE STATEMENT



FORMER SPOUSES' PROTECTI ON ACT: ELI G BI LI TY REQUI REMENTS AND
BENEFI TS

1. Basic (20/20/15)

A Marriage lasted at | east 20 years, and

B Mlitary nenber had at |east 20 years of service which
was performed toward retirenment, and

C At least 15 years of this creditable military service was

perfornmed during the nmarriage.

The fornmer spouse who neets these requirenents and who i s not
covered under an enpl oyer-sponsored health care Ekan is entitled
to nmedi cal benefits only (including CHAMPUS/ TRI CARE). If the
final divorce was granted before April 1, 1985, these benefits

will continue until remarriage. If the final divorce was granted
on or after April 1, 1985, but before Septenber 30, 1988, these
benefits will extend for a period of two years fromthe date of

divorce or until Decenber 31, 1988 whichever is later. If the
final divorce was granted on or after Septenber 30, 1988, these
benefits will extend for a period of one year.

2. Expanded (20/ 20/ 20)

A Marriage |l asted at | east 20 years, and

B. Mlitary nmenber had at | east 20 years of creditable
service toward retirenment, and

C. At least 20 years of this creditable mlitary service was
perfornmed during the marriage.

The fornmer spouse who neets these requirenents is entitled to
comnmi ssary, theater, exchange and nedi cal benefits (i ncluding
CHAMPUS/ TRI CARE) until remarriage. (If covered by an

enpl oyer - sponsored health care plan, nedical benefits cannot be
gr ant ed. This includes civil service enployees who carried their
enpl oyer - sponsored health care into retirenent).

3. RESTRICTIONS

1. Al'l benefits term nate upon renmarriage. |If the subsequent
marriage ends in divorce or death, the unmarried former spouse
may be eligible for reinstatenment of conm ssary, theater and
exchange benefits if he/she qualified under the expanded

(20/ 20/ 20) portion of law. Qualifying under the Basic (20/20/15)

portion does not apply in the case of a renmarried forner spouse.

2. Mlitary medi cal coverage (including CHAMPUS/ TRI CARE) cannot
be granted when the former spouse is covered under an
enpl oyer - sponsored heal th pl an.

3. CHAMPUS/ TRI CARE benefits cease when the forner spouse becones
el igible for Medi care coverage. To retai n CHAMPUS/ TRI CARE
eligibility, the applicant nust provide a Letter of D sall owance
fromthe Social Security Adm nistration (contact your | oca

Social Security Ofice) certifying ineligibility for Medicare

(part A) based on both applicant's and sponsor's earnings
records.
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Guest


If the criteria are net, the substantiating docunents and
information |isted on the reverse should be submtted to:

Commandant of the Marine Corps (MVSR-6)
Headquarters, U. S. Marine Corps
2 Navy Annex Washi ngton, DC 2038-1775

If you have any questions, please feel free to call this office
at (800) 336-4649, or (703) 614-1901.
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FORVER SPOUSE STATEMENT

This statement must be completed and signed by the unremarried/unmarried
former spouse.

Please Read This Statement Carefully; All Items Must Be Completed!

1. I , born_/ / , am the former
(Name of former spouse)

of
(wife/husband) (grade/complete name/social security #)

and to the best of my knowledge our marriage lasted at least 20 years, during
which period my spouse served at least 15 or 20 years of service creditable in
determining eligibility for retired pay.

2. Marriage to the member took place in on
YA (city/state)
3. I remarried since the date of divorce from member.
(have/have not)
4. I presently employed.

(am/am not)

5. I have medical coverage under an employer-sponsored plan.
(do /do not)

So that we can verify the statement In item number 5, please provide the
following information:

home address:

city:

state:

home telephone number:

employer's name and
address:

work telephone number:

CONTINUED
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Note: Unremarried or unmarried fornmer spouses applying for an I D card nust
provide a copy of the parriage certificate and final divorce decree,

di ssolution or annulment . To conplete the ID card process, we wll also
require you conplete the follow ng i nfornmation

Color of eyes: Height:

| certify to the best of ny know edge the above information is true and
correct. I understand nmaking a fal se statenent in connection with this
application is a violation of a Federal Crimnal |law which carries a paxi mum
penalty of a $10,000 fine and 5 years inprisonnent. I understand if the
information contained in this application is determned to be false, any ID
card issued will be retrieved, and | will be liable for reinbursenent to the
Governnent for the cost of unauthorized nedical care and ot her benefits

recei ved. | understand | amrequired to imediately notify the Commandant of
the Corps (MVBR-6); Headquarters, U S. Marine Corps; 2 Navy Annex; WAashi ngton,
DC 20380-1775; 1-800-336-4649; (703) 614-1031, of any changes in ny present
unremarried status or if | obtain nedical coverage under an enpl oyer-sponsored
heal th benefit plan.

I also understand if | remarry and fail to notify MVBR-6 as required above,
and then obtain nedical care or other benefits, | will be in violation of a
Federal crimnal |aw which carries a naxi num penalty of a $10,000 fine and 5
years imprisonment

(signature)

/__/

(date)

Mail this conpleted formto:

Conmmandant of the Marine Corps (MVSR-6)
Headquarters, U. S. Marine Corps

2 Navy Annex

Washi ngt on, DC 20380-1775

If you need assistance in conpleting this form please call MVBR- 6 at
1- 800- 336-4649 or (703) 614-1031 .
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CASUALTY PACKAGE

F-1 SAVPLE CONDOLENCE LETTER

F-2 CASUALTY NOTI FI CATI ON FORM RETI RED ACTI VI TI ES OFFI CE



SAMPLE CONDOLENCE LETTER

Name
Addr ess

Dear

Qur Retired Activities office has recently been infornmed of the
deat h of your (husband, w fe, father, nother, son, daughter,
brother, etc.). Wiile you nourn the death of a | oved one, our
country i s saddened by your |oss. Please accept our condol ences.

Per haps your ( ) mentioned our Retired Activities Ofice to
you. W are located in the Famly Service Center |ocated at
(installation nane). We have retiree volunteers in the office

during normal business hours who are available to assist you with
any questions concerning mlitary retiree benefits, rights and
privileges. At this tine, you may have concerns about your
(relation's) retired pay, Survivor Benefit Plan (if applicable),
or other issues not previously encountered.

Qur Retired Activities Ofice volunteers can help you with your
concerns. They are good resource people and will be able to
gui de you to the proper source in the event you require

assi stance. They can be reached at (phone nunber) between the
hour s of a.m and p. m Monday through Friday.

Encl osed is information that may be of assistance to you and your

famly. If you need assistance, please don't wait ... call us
NOW.

Sincerely,

name name

Fam |y Service Center Retired Activities Ofice
Di rector Di rector

Encl :

| nformati on Sheets
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Guest

Guest

Guest


CASUALTY NOTI FI CATI ON FORM
RETI RED ACTI VI TI ES OFFI CE

RAO LOCATION

From:
{Full name of widow(er), next of kin or executor)
(Mailing address - Street)
(City, State, Zip Code)
(Date)
To: DEFENSE FINANCE AND ACCOUNTING SERVICE
CLEVELAND CENTER
CODE FRCAE

P.O. BOX 99191
CLEVELAND, OHIO 44199-1126

1. This is to inform you that

died on

2. Copy of the death certificate is enclosed.
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PUBLI CI TY FLYER

G1 SAVPLE VOLUNTEER RECRUI TMENT LETTER

G2 RAO VOLUNTEER RECRU TMENT FLYER



Sanpl e Vol unteer Recruitnent Letter

Dear

The Retired Activities Ofice (RAO at the installation Famly
Service Center is staffed by retired volunteers. Their m ssion
is to help the local retired community access benefits and
resour ces.

The RAOis in need of volunteers. The installation needs

assi stance in ensuring that we are able to continue to provide
this assistance to our retired comunity. At your next neeting,
woul d you bring this need to the attention of your nenbership?

Vol unt eers can expect to give a few hours per week staffing the
RAO office at the Fam |y Service Center. Qur volunteers find this
activity rewarding for thenselves and the mlitary retirees and
fam |y nenbers who use the RAQ

Al'l volunteers receive training for their assignments. The
training provides the volunteer with the latest information
regardi ng benefits and entitlenents. |If one of your organization
menbers is a volunteer, this would give you qui cker access to the
nost up to date information for your menbership.

Thank you for your support of the Retired Activities Program
Al l volunteers or persons wanting nore informati on should cal

?Qe ?AO at (phone nunber) between the hours of (specify tine) and
ays).

Si ncerely,

FSC Director RAO Dir ect or



RAO VOLUNTEER RECRUI TMENT FLYER

Attention Retirees!

Your Retired Activities office ...
is your link between you, local mlitary conmunities and other
gover nnment agenci es. Est abl i shed by SECNAV directive, it is
staffed by retirees (all volunteers) trained to assist retirees,
their famlies and survivors.

I nformati on provided in areas of:

Retirement Pay

Survivor Benefit Plan

CHAMPUS/ TRI CARE

Medi cal Facilities

Suppl enental Medi cal | nsurance Pl ans Change

of Beneficiary

Legi sl ative Itens

Ex- spouse Law

Space "A" Travel

Local Governnment Facilities

Only a few hours per nonth will provide a great service to the
retired community. To help, call the volunteer coordinator at
your Retired Activities Ofice.

Hours: Telephone:

Address:






